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BCTYII

PosmmpenHss Ta sKicHI 3MiHM XapakTepy MDKHApOJHHUX 3B SI3KiB
VYkpaiHu, iHTepHaUioOHadi3amis yCiX AacleKTiB CYCIUIBHOTO >KUTTS
MIEPETBOPIOKOTh  aHTJIIWCBKY MOBY Yy aKTUBHUH 3aci0 3a0e3neycHHS
e(heKTUBHOI MisITFHOCTI (haxiBIsl B PUHKOBUX YMOBaxX rocroaapioBanus. Lle
noTpedye MiArOTOBKH BHCOKOKBATiI(DIKOBAaHUX KOHKYPEHTOCIIPOMOXKHHX 3
IMOOKUMHY 3HAHHSIMU 1HO3EMHOT MOBH.

Ocob6muBicTioO cydacHO! mpodeciifHoi OCBITH € ii CTYHiHYACTICTB,
MOCITIAOBHICTB, MPOJIOBXKYBaHicTh. CrcTemMa npodeciiHoi OCBITH MOBHHHA
CIPUATH TIATOTOBIN CIelianicra Jo ycmimuol mnpodeciiinoi kap’epu.
HaBuanbHuii Kypc po3paxoBaHuii Ha MalOYTHIX CIIEIIAIIICTiB, K1 3aCBOINN
MOBHMI Kypc 0a30BOi iHO3eMHOI MOBH, OMAaHYyBAJIHA TPAMAaTHUKy 1HO3EMHOL
MOBH, MalOTh TEBHUH JIEKCHYHHWI 3amac Ui BUIBHOTO CIIJIKYBaHHS Ha
IMOBCSAKIEHH] TEMHU.

l'onoBHE MpHU3HAYEHHS 1IHO3EMHOI MOBH SIK OCBITHBOI Taly31 — CTaTH
3acO000M CIHINKyBaHHS 3aBISIKH CPOPMOBAaHWM HaBHYKAM Ta YMIHHAIM ¥y
BCiX CKJIQJIOBUX MOBIICHHEBOI AisJILHOCTI: TOBOPiHHI, ay/Iif0BaHHi, YATaHHI
Ta NUChMI. Y CBOKWO uepry cgopmMoBaHa MOBJICHHEBA KOMIICTEHITIS
3abe3rneuye J0CTYI 0 1HIMUX HAI[IOHATBHUX KYJIBTYp, & OTXKE, 10 CBITOBOT
KYJIBTYPH, IO € CYTTEBUM BHECKOM Yy IiJHECEHHs PIBHS T'yMaHITapHOI
OCBITH Ta PO3IIUPEHHS 3arallbHOTO CBITOTIISY CTY/ICHTIB.

Mera i 3aBIaHHS QU CHMILTIHA

[IpemmMeTrom muctmrmuiiHd € Jiteparypa 3a Qaxom, Oi3HecoBa
TEPMIHOJIOTIS, CTaHAApPTH  JUIOBOI  KOPECHOHJEHII Ta  JJIOBOTO
CITIKYBaHHSI.

MeTor0 BHBYCHHSI KYPCY € yIOCKOHAJICHHS YMiHb 1 HAaBUYOK YMTAHHS
OpUTIHALHOI JTiTepaTypH 3a (axom, GOpMyBaHHS HABHYOK MPOXOKEHHS
cmiBOeCiiM 3 METOH NpalleBJIallITyBaHHs, CKJIaJaHHsI Pe3toMe, JIMCTIB Ta
IHIIMX JIOBUX JIOKYMEHTIB 3a JIOIIOMOTOI0 KOMIT IOTEpa, aKTHBi3allis
MOBJICHHEBHX HABUYOK BEJICHHS TMPE3CHTAIlild, HUIOBHUX IIEPErOBOPIB,
po3MOB TO TeneOHYy Ta IUCTYBaHHS HAa PiBHI BHMOT MIKHApOJIHUX
CTaH/IapTiB.

Mertoro mporpamMu € BUPOOJIEHHS HaBHYOK HPAKTHYHOTO BOJIOJIHHSA
1HO3EMHOI0 MOBOIO B 00CsI31 TEMATHKH, ITepe10aueHol mporpaMoro.

Hdns  ¢opMyBaHHA MOBJICHHEBUX HABUYOK CTYJEHTH IIOBHHHI
OBOJIOAITH:

— TEpPMIHOJOTIEI0, GPA3EOIIOTIEI0 TA iTIOMATHIHIMHE BHpPa3aMHu

— (axoBOro CHpSAMYBaHHA 3 METOI PO3YMIHHS, TIPaBHILHOTO

TPaKTyBaHHS Ta aHAJTI3y OpUTIHAILHOI JiTepaTypH;



— TpaMaTHYHUMHU CTPYKTYpaMu HaHOUIBII IIUPOKOTO BXKMUBAHHS B
CHeIiaNpHIN JiTepaTypi, B yCHOMY Ta MHUCHbMOBOMY CITUTKYBaHHI SIK

Ha (axoBy, TaK i Ha COLiaTbHO-MOOYTOBY TEMATHUKY;

—  eTHUKOI MOBHOTO
TIepETOBOPIB, TIPE3CHTAIIIH, CITIBOSCIT;

— CTPYKTYpOIO, MOBOIO Ta OCOOJTMBOCTSAMH JITIOBUX JTOKYMEHTIB;

— TpaBWIaMH KOPUCTYBaHHS Ta MOBOIO [HTepHeT.
OcBITHS pONTb KypCYy YMOXIMBIIOE 3aTy4eHHA A0 1HQOpMAamiHHUX
JDKEpesT 3a JTOIOMOTOI0 1HO3eMHOI MOBH, HAOyTTS HaBHYOK pPOOOTH 3
HEaJlalTOBAHOIO JIITEpaTyporo, OMAaHyBaHHS YMIHHSAMHU CITUIKYBaHHS 3
3apyODKHMMH KOJIeTaMH B YCHIM 1 MUCHMOBIH (opmax, migBUILECHHS
3arajxbHOl KyJIBTYpH Ta KYJIETYPH MOBH, PO3BUTOK MHUCIICHHSI, JTIIHTBICTHYHUX 1
TBOPYHMX 3MIOHOCTEH CTY/ICHTIB.

HABYAJIBHA ITPOI'PAMA JTUCHUIIJITHN

CHiHKyBaHHﬂ JUISL

BEJICHHS JIMCKYCIH,

Ha3zga
Ne | Hazpa po3zainy, 3 epeik Jlirepary 3acolu
MOAYJIsd AKOro 3aBJaHb, 10 pa MMOTOYHOI'0
BHHOCATBHCH | BUKOHYIOTHC | (IOPSAAKO | KOHTPOJIIO
NMUTAHHA HA A CTYACHTOM BHH 3HAHb
camocrTiiine caMocTiiiHo | HoMmep 3a
onpanrBaHH HepeJ’liKO
sl M)
1 2 3 4 5 6
1. Entry test Entry test
2. | Module Unit 1. Starting up 1,2,3,4 Written
1. Describing | Listening task
People jobs. ex .AB,C
and Reading
Jobs ex. AB,C
3. Unit 2.| Vocabulary: [1,2,3,4 Oral
Inviting, ex. A,B practice
asking, and| Language Vocabulary
answering. review. : check
ex. A, B, C,
D
4. | Module | Unit 3. Reading 1,2,3,4 Written




2. Talking to ex. A,B,C,D task
Meeting | guests. Skills
people Managing
telephone
calls ex.
AB,CD
5. Unit 4. | Case Study 1,2,3,4 Presentatio
Promising, n
giving advice,
offering help.

6. | Module | Unit5. Practice file 1,2,3,4 | Vocabulary
3. Talking about check
Busines | the past. Oral
S practice
Matters Written

task

7. Unit 6. Starting up 1,2,3,4 | Vocabulary

Reporting. ex A, B,C check
Promising. Vocabular Oral
y: ex. A, B, practice
C, Listening
Past Tenses:
ex. A,B,C
8. Unit 7. Giving | Reading 1,2,3,4 Written
orders. ex AB, C task
Expressing Language
conditions. review
ex. A,B,

9. | Module | Unit 8. Discussion 1,2,3,4 Vocabulary
4, Making Skills A,B check
Corresp | requests. Discussion
ondence | Expressing written task

necessity.

10. Unit 9. Discussion 1,2,3,4 | Vocabulary

Talking about | Skills A,B check
the future. Discussion
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written task

11

Unit 10.
Revision

Discussion

1,2,3,4

Vocabulary
check
Discussion
written task

TEMATUYHHAMA IIJTAH HABYAJIBHOI ITACIATIIITHA

Ne | Haspa pozuiny, KinbKiCTh TOMH 32 BUJJAMH 3aHSTh
3/M | MOAYMSI, TEMH ayJauTop- M03aayAUTOPHI
H1
paso MpaKTUY iHguBinya Cawmo-
M Hi JTBHO- CTiliHa
KOHCYJIbTa poGota
THUBHA
pobora
1. | Module 1. People
and Jobs
Unit 1. 23 14 2 7
Describing jobs.
Unit 2. Inviting, | 21 10 3 8
asking, answering
44 24 5 15
Module 2.
Meeting people
Unit 3. Talking to 23 14 2 7
guests.
Unit 4. Promising, 23 12 3 8
giving advice,
offering help.
46 26 5 15
2. | Module 3.
Business Matters
Unit 5. Talking 15 8 2 5
about the past.
Unit 6. Reporting. 16 10 1 5
Promising.




Unit 7. Giving 15 8 2 5

orders. Expressing

conditions. 46 26 5 15

Module 4.

Correspondence

Unit 8. Making 15 8 2 5

requests.

Expressing

necessity.

Unit 9. Talking 15 8 2 5

about the future.

Unit 10. Revision 14 8 1 5
44 24 5 15

Bcerworo: 180 100 20 60

METOJUYHI PEKOMEHI[AHI'!: A0 CAMOCTIAHOI'O
BUBYEHHS HABUYAJIBHOI N CITUTIJITHA
1.1. MeToau4Hi mopaau 10 BUBYEHHS TEMHU

1. Recommendations to students

Course aims

Market Leader is an extensive new Business English course designed to
bring the real world of international business into the language teaching
classroom. It has been developed in association with the Financial Times,
one of the world's leading sources of professional information, to ensure the
maximum range and authenticity of business content.

The course is intended for use either by students preparing for a career
in business or by those already working who want to improve their English
communication skills.

Market Leader combines some of the most stimulating recent ideas from
the world of business with a strongly task-based approach. Role plays and
case studies are regular features of each unit. Throughout the course
students are encouraged to use their own experience and opinions in order
to maximise involvement and learning.

An essential requirement of Business English materials is that they cater
for the wide range of needs which students have, including different areas
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of interest and specialisation, different skills needs and varying amounts of
time available to study. Market Leader offers teachers and course planners
a unique range of flexible materials to help meet these needs. This book
makes suggestions on how to use the unit material extensively or
intensively and indicates how the material in the Practice File integrates
with the Course Book. There are optional extra components including
Business Grammar and Usage, videos and a series of special subject books
to develop vocabulary and reading skills. This book contains extensive
extra photocopiable material in the Text bank and the Resource bank.
2. The main course components

Course Book

This provides the main part of the teaching material, divided into 12
topic-based units, plus four revision units. The topics have been chosen
following research among teachers to establish the areas of widest possible
interest to the majority of their students. The Course Book provides input in
reading, speaking and listening, with guidance for writing tasks as well.
Every unit contains vocabulary development activities and a rapid review
of essential grammar. There is a regular focus on key business functions,
and each unit ends with a motivating case study to allow students to
practice language they have worked on during the unit. For more details on
the Course 300k units, see Overview of a Course Book unit below.

Learning. Additionally, the Practice File provides regular self-study
pronunciation work (with an audio CD and exercises), and a valuable
survival language section for students when traveling.

Audio materials

All the listening activities from the Course Book (interviews with
business practitioners and input for other activities such as role plays and
case studies) and the Practice File (pronunciation exercises) are available
on cassettes and audio CDs, depending on the user's preference.

3. Overview of a Course Book unit

A typical unit consists of the following sections:

Starting up
Students have the opportunity to think about the unit topic and to exchange
ideas and opinions with each other and with the teacher. There is a variety
of stimulating activities such as answering quiz questions, reflecting on
difficult decisions, prioritizing options and completing charts. Throughout,
students are encouraged to draw upon their life and business experience.

Vocabulary



Essential business vocabulary is presented and practiced through a wide
variety of creative and engaging exercises. Students learn new words,
phrases and collocations, and are given tasks which help to activate the
vocabulary they already know or have just learnt.

There is further vocabulary practice in the Practice File.

Discussion

There are a number of discussion activities in the book. Their main
purpose is to build up students' confidence in expressing their views in
English and to improve their fluency.

Using the course. Reading

Students read interesting and relevant authentic texts from the Financial
Times and other business sources. They develop their reading skills and
acquire essential business vocabulary. The texts provide a context for
language work and discussion later in the unit.

Listening

The authentic listening texts are based on interviews with
businesspeople and experts in their field. Students develop their listening
skills such as prediction, listening for specific information and note taking.

Language review

These sections develop students' awareness of the common problems at
pre-intermediate level. They focus on accuracy and knowledge of key areas
of grammar. If students already know the grammar point, this section
works as a quick check for them and the teacher. If they need more
explanation, they are referred to the Grammar reference at the end of the
Course Book.

There is further grammar practice in the Practice File and in Business
Grammar and Usage (see Extending the course below).

Skills

This section helps learners to develop their communication skills in the
key business areas of presentations, meetings, negotiations, telephoning
and social English. Each section contains a Useful language box, which
provides students with the support and phrases they need to carry out the
business tasks in the regular role play activities.

Case studies

Each unit ends with a case study linked to the unit's business topic. The
case studies are based on realistic business problems or situations and are
designed to motivate and actively engage students. They use the language
and communication skills which they have acquired while working through
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the unit. Typically, students will be involved in discussing business
problems and recommending solutions through active group work.

All of the case studies have been developed and tested with students in
class and are designed to be easy to present and use. No special knowledge
or extra materials are required. For teaching tips on making the best use of
the case studies, see Case studies that work below.

Each case study ends with a realistic writing task. These tasks reflect the
real world of business correspondence and will also help those students
preparing for Business English exams. Models of writing text types are
given in the Writing file at the end of the Course Book.

Authenticity of content

One of the principles of the course is that students should dea with as
much authentic content as their language level allows. Authentic reading
and listening texts are motivating for students and bring the real world of
business into the classroom, increasing students' knowledge of business
practice and concepts. Due to its international coverage the Financial Times
has been a rich source of text and business information for the course.

The case studies present realistic business situations and problems, and
the communication activities based on them -group discussions,
simulations and role plays - serve to enhance the authenticity of the course.

Flexibility of use

Demands of Business English courses vary greatly, and materials
accordingly need to be flexible and adaptable. Market Leader has been
designed to give teachers and course planners the maximum flexibility. The
course can be used either extensively or intensively. At the beginning of
each unit in this book are suggestions for a fast route through the unit i
time is short. This intensive route focusses mainly on speaktrg and listening
skills. If the teacher wants to extend this concentration on particular skills,
optional components are available in the course (see Extending the course
below).

Business Grammar and Usage

For students needing more work on their grammar, this book provides
reference and practice in all the most important areas of Business English
usage. It is organised into structural and functional sections.

1.3. TepMiHOIOTiYHUI CJIOBHUK
1.3. Glossary of business terms
absenteeism n the problem of employees not being at work when they
should be
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accessory n a small thing that you add to a house, clothes etc to make
them look more attractive

ad n an informal word for advertisement

administration n the activity of managing and organizing the work of a
company or organization

advert n BrE an informal word for advertisement

advertise v 1 to tell people publicly about a product or service in order to
persuade them to buy it

2 to inform people publicly that a job is available and invite them to
apply for it

advertising campaign n an organization’s programme of advertising
activities over a particular period with specific aims, for example to
increase sales of a product

agenda n 1 a list of the subjects to be discussed at a meeting

2 the things that someone considers important or that they are planning
to do something about

application n 1 a formal, usually written, request for something,
especially a job, a place at university, or permission to do something

2 a practical use for something

3 a piece of software for a particular use or job

apply v 1 to make a formal, usually written request for something,
especially a job, a place at university, or permission to do something

2 to use something such as a law or an idea in a particular situation,
activity, or process

appoint v to choose someone for a particular job

approximate adj an approximate amount, number etc is a little more or
a little less than the exact amount, number etc — approximately adv

assertive adj behaving in a confident way in order to get what you want

asset n 1 something of value belonging to a person or company that has
value or the power to earn money

2 assets the property, equipment etc owned by a business considered
together, as shown in its balance sheet

award n a prize for good performance in a particular activity

background n someone’s past, for example their education,
qualifications, and the jobs they have had

2 information about events in the past that explain the current situation

balance of trade n the difference between the value of a country’s
exports and its imports
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balance sheet n a document showing a company’s financial position at
a particular time

bargain n 1 something you buy cheaply or for less than its usual price

2 an agreement between two people to do something in return for
something else

bargain v to discuss the conditions of a sale, agreement etc in order to
get the greatest advantage for yourself — bargaining n

benchmark n 1 something that can be used as a comparison to judge or
measure other things

2 a good performance in a particular activity by one company that can
be used as a standard to judge the same activity in other companies —
benchmark v, benchmarking n

board also board of directors n the group of people who have been
elected by shareholders to manage a company

bond n a financial certificate showing an amount borrowed by an
organization or government at a particular rate of interest for a particular
period

bonus n an extra amount of money added to an employee’s wages,
usually as a reward for doing difficult work or for doing their work well

branch n an individual bank, office, shop etc that is part of a larger
organization

brand n a name given to a product or group of products by a company
for easy recognition

brand v to give a name to a product or group of products for easy
recognition — branding n

bribery n dishonestly giving money to someone to persuade them to do
something to help you — bribe n

capacity n 1 the amount of space that a container, room etc has

2 the amount of something that a company, factory etc can deal with or
produce

career ladder n all the increasingly important jobs that someone has, or
would like to have, as they get older

cash n money, especially money that is immediately available in
banknotes, coins, bank accounts etc

cash flow also cashflow n 1 the amounts of money coming into and
going out of a company, and the timing of these

2 profit made during a particular period, measured in different ways by
different businesses
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chain n a number of shops, hotels, or cinemas belonging to the same
organization

chamber of commerce n an organization made up of businesspeople in
a particular place, that helps businesses with advice, support etc

charge n 1 the amount of money you have to pay for goods or services

2 be in charge of smth to be the person who controls or manages an
activity or a group of people

charge v to ask someone to pay a particular amount of money for
something

chief executive n the manager with the most authority in the day-to-day
management

Chief Executive Officer (CEOQ) n the title of the manager with the most
authority in the day-to-day management of a company, used especially in
the US. The job of CEO is sometimes combined with that of president

commission n an amount of money paid to someone according to the
value of goods, services, investments etc they have sold

compensation n 1 an amount paid to someone because they have been
hurt or harmed

2 the total amount of pay and benefits that an employee receives,
especially a high-level manager

compete v if a company, country etc competes with others, it tries to
persuade people to buy its products or services rather than those of the
others

competition n 1 a situation where businesses or countries are competing
with each other

2 an event where people have to answer questions etc in order to win
prizes

competitive adj used to describe situations where companies, countries
etc are competing

2 a competitive price is similar to or less than other companies’ prices

competitive advantage n something that helps you to be better or more
successful than others

competitor n a person, product, company, country etc that is competing
with another

consumer n a person who buys products or services for their own use,
rather than to use in business or to resell

consumer behaviour BrE consumer behavior AmE how, why, where,
and when consumers buy things, and the study of this
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counseling BrE counseling AmE when people are given advice to help
them in a difficult situation

counselor BrE counselor AmE someone whose job is to give
counseling

counterpart n your counterpart is someone with the same job as you in
another organization

create v to make something that did not exist before

currency n the money used in a particular country

customer loyalty n when customers continue to buy a particular
company’s product, and do not change to other companies’ products

customer relationship management (CRM) n a company’s activities
to keep its customers satisfied, find out more about their needs etc

cyberspace n all the sites, services etc on the Internet

debt n 1 an amount of money that is owed

2 the state of owning money

3 money borrowed by a company in the form of loans and bonds, rather
than shares

decline v 1 if an industry or country declines, it becomes less profitable,
productive etc

2 if sales, output, production etc decline, they become less — decline n

decrease v 1 if an amount, level etc decreases, it goes down

2 if you decrease an amount, level etc, you reduce it — decrease n

delegate v to give part of your power or work to some one who is at a
lower level in the organization — delegation n

deliver v to take goods to a place

2 to produce results — delivery n

demand n 1 spending on goods and services by companies and people

2 the total amount of a type of a type of goods or services that people or
companies buy in a particular period

3 the total amount of a type of goods or services that people or
companies would buy if they were available

deputy n someone in an organization who is immediately below
someone else, and who does their work when they are not there — deputy
adj

devaluation n when the value of a country’s currency goes down or is
reduced by the government, in relation to other currencies

distribute v to supply goods to shops, customers etc — distribution n

distributor n a business that makes goods available either to shops or
directly to buyers
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drive n 1 someone’s energy, motivation, and ability to work hard

2 an effort to improve or increase the level of something

drive v 1 to control a train, car etc

2 if an activity is driven by something, it is influenced by it and depends
on it

durable adj if something is durable, it lasts a long time — durability n

earnings n 1 the money that a person or particular group of people earn
in a particular period

2 the profit made by a company in a particular period, or by companies
in general

economically adv 1 in a way that relates to the economy, business etc

2 in a way that makes a profit

3 in way that uses time, money, goods etc carefully and without wasting
any

employ v to pay someone to work for you in a particular job

employee loyalty n when employees like working for a particular
company, work hard, and do not want to leave

employment n 1 work that you do to earn money

2 the number of people in an area, industry etc that have jobs, the type
of jobs, they have etc

e-tailer n a person or organization that sells goods to the public on the
Internet

executive n someone with an important job as a manager in an
organization

expand v 1 to become larger in size, amount, or number, or to make
something larger in size, amount, or number

2 if a company expands, it increases its sales, areas of activity etc —
expansion n

expense n 1 one of the costs of a particular activity

2 expenses money that an employee spends while they do their job, for
example on travel and food, and which their employer then pays back

facility n 1 a place or large building which is used to make or provide a
particular product or service

2 facilities special building or equipment that have been provided for
particular use, such as sports activities, shopping, or traveling

finance v to give or lend money for a particular project, activity etc

firm n a company

fleet n a fleet of cars, trucks etc is all the cars etc that a company owns
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flexible adj 1 a person, plan etc that is flexible can change or be
changed easily to suit any new situation

2 if arrangements for work are flexible, employers can ask workers to
do different jobs, work part-time rather than full-time, give them contracts
for shot periods etc. Flexible working also includes job-sharing and
working from home — flexibility n

flexitime BrE flextime AmE n a system in which people who work in a
company do a fixed number of hours each week, but can choose what time
they start or finish work within certain limits

focus group n a group of people brought together to discuss their
feeling and opinions about a particular subject. In market research, focus
groups discuss their opinions of products, advertisements, companies etc

forecast' n a description of what is likely to happen in the future, based on
information available now

forecast? v past tense and past participle forecast or forecasted to state
what is likely to happen in the future, based on information available now

found v to start a new activity, organization etc — founder n

globalization also —isation BrE the tendency for the world economy to
work as one unit, led by large international companies doing business all
over the world

goods n things that are produced in order to be used or sold

gross domestic product (GDP) n the total value of goods and services
produced in a country’s economy, not including income from abroad

grow v past tense grew past participle grown 1 to increase in amount,
size, or degree 2 if you grow a business activity, you make it bigger

growth n an increase in size, amount, or degree

headquarters n the head office or main building of an organization —
headquartered adj

high-tech also hi-tech adj high-tech companies, activities etc use
advanced equipment and techniques

hire v if a company hires new employees, it recruits them 2 if you hire a
car, boat etc you pay to use it for a particular period

human resources n 1 an organization’s employees, with their abilities
and skills

2 (HR) the administration of a company’s employees, including
recruitment, salary systems etc

human rights n the basic rights that people have to be treated fairly and
equally, especially by their government
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image n 1 a picture, photograph etc 2 all the ideas that people have
about a product, person etc, considered together

incentive n something which is used to encourage people, especially to
make them work harder, produce more or spend more money

income n 1 the amount that a person earns in a particular period

2 the profit made by a company within a particular period

infrastructure n 1 the basic systems and structures that a country needs
to make economic activity possible, for example transport, communications,
and power supplies

2 the basic systems and equipment needed for an industry or business to
operate successfully or for an activity to happen

innovate v to design and develop new and better products — innovator n

innovation n 1 a new idea, method, or invention 2 the introduction of
new ideas or methods

innovative adj 1 an innovative product, method, process etc is new,
different, and better than those that existed before

2 using clever new ideas and methods — innovatively adv

insurance n an arrangement where a company collects money from a
person of organization and, in return, promises to pay them money if they
are ell, have an accident cause harm to others etc

interest rate n the cost of borrowing money, expressed as a percentage
over a particular period such as a month or year

interpreter n someone who translates what someone says from one
language into another, especially as their job

inventory n the American word for stocks of goods

invest v 1 to put money into a business activity, hoping to make a profit

2 to buy shares, bonds etc, hoping to make a profit — investment n

invoice n a document sent by a supplier to a customer showing how
much they owe for particular goods or services

issue n 1 something that must be discussed, decided etc 2 a magazine or
newspaper appearing on a particular date

join v if you join a company, you start working for it

joint venture n a business activity in which two or more companies
have invested together

labor union n AmE an organization representing people working in a
particular industry or profession, especially in meetings with their
employers

labour BrE, labor AmEn 1 the work performed by the people in a
company, country etc 2 the people doing this work considered as a group
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labour force BrE, labor force AmE another name for workforce

launch ! v to show or make a new product available for sale for the first
time 2 to start a new company 3 to start a new activity, usually after
planning it carefully

launch 2 n 1 an occasion at which a new product is shown or made
available for sale or use for the first time

2 the start of a new activity or plan

liability n 1 an amount of money owed by a business to a supplier,
lender, or other creditor

2 liabilities the amounts of money owed by a business considered
together, as shown in its balance sheet

3 a person’ s or organization’s responsibility for loss, damage, or injury
caused to others or their property or for payment of debts

licensing agreement n an arrangement where one company gives
permission to another to make products based on its ideas

lifecycle also life-cycle n the different stages in the existence of a
product, from its design and launch, through to the time when it is
discontinued (=no longer sold)

limited company also limited liability company n a company where
individual shareholders lose only the cost of their shares if the company
goes bankrupt, and not other property they own

liquidation n if a company goes into liquidation, it stops operating and
all its remaining assets are sold

loan n an amount of money that is lent, usually in return for interest
until the money is repaid

logo n a design or way of writing its name that a company or
organization uses as its official sign on its products, advertising etc

losing 1 to stop having something any more, or to have less of it

2 to have less money than you had before or to spend more money than
you are receiving

3 lose something (to sb/sth) to have something such as a contract or
customers taken away by someone or something

loss n the fact of no longer having something that you used to have

maintenance n the work, repairs etc required to keep something in good
condition

managing director (MD) in the UK, the manager with the most
authority in the day-to-day management of a company.
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marketing n activities to design and sell a product or service by
considering what customers want, how much they are willing to pay, where
they want to buy it etc

marketing mix n the combination of marketing actions often referred to
as product, price, place, and promotion: selling the right product, through
appropriate distribution channels, and at the right price in relation to other
products so that the company makes a profit, with the correct support in
terms of advertising etc

market share n the sales of a particular company in a market, expressed
as a percentage of the total sales

mentor n an experienced person who gives advice to less experienced
people to help them in their work

merchandise n goods that are produced in order to be sold, especially
goods that are sold in a store

merger n an occasion when two or more companies, organizations etc
join together to form a larger company etc

net ' adj a net amount of money is the amount that remains after costs,
taxes etc have been taken away

net ?also Net n the Internet

network n a group of people, organizations, offices etc that work
together

niche also niche market n a market for a product or service, perhaps an
expensive or unusual one that does not have many buyers but that may be
profitable for companies who sell it

online also on-line adj, adv involving the use of the Internet to obtain
and exchange information, buy goods etc

outlet n a shop or other organization through which products are sold

overdraft n especially BrE an arrangement between a bank and a
customer allowing them to take out more money from their account than
they had in it

parent company n a company that owns more than half the shares in
another

payback period n the length of time that it takes to get back the
investment put into a particular project, and to start making a profit

payment system n the arrangements for paying employees in a
particular company including bonuses, overtime etc

pie chart n a drawing of a circle divided into several sections, where the
size of each section represents an amount as a percentage of the whole

plc abbreviation for public limited company
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promote v 1 to help something develop and grow

2 to give someone a more important job or rank in an organization

3 to sell a product using advertising, free gifts etc

promotion n a more to a more important job or rank in a company or
organization

public limited company n in the UK, a form of limited company whose
shares are freely sold and traded

public sector n all the companies and business activities owned and
controlled by the government of a particular country, considered a s a group

purchase n the act of buying something, or the thing that you buy —
purchase v — purchasing n

R and D n research and development; the part of a business concerned
with studying new ideas and developing new products

recruit *v to find new people to work for an organization, do a job etc

recruit > n someone who has recently joined a company or organization

redundancy n especially BrE when someone loses their job in a
company because the job is no longer needed

refund n a sum of money that is given back to you if, for example, you
are not satisfied with something you have bought — refund v

relationship n the behaviour and feelings of two or more people,
companies etc that work together

reliable adj someone or something that is reliable can be trusted or
depended on — reliability n

relocate v if a company or workers relocate or are relocated, they move
to a different place — relocation n

rep n an informal name for sales representative

representative n someone chosen to speak or make decisions for
another person or group of people

resign v to officially leave a job, position etc usually through your own
choice, rather than being told to leave

retail v to sell goods to the general public in shops etc — retailing n

retailer n a business that sells goods to members of the public

retail outlet n a shop through which products are sold to the public

retain v if a company retains its customers or employees, they continue
to buy from or work for the company, and do not go elsewhere — retention
n

rights n the freedom and advantages that everyone should be allowed to have
—see also human rights

rise n an increase in number, amount, or value

21



sack v give sb the sack/get the sack to tell someone to leave their job or to
be told to leave your job

schedule n a plan or timetable for doing something

sector n a particular industry or activity or group of industries etc

segment n a part of the economy of a country or a company’s work

2 market segment a group of customers that share similar characteristics,
such as age, income, interests, social class etc

3 market segment the products in a particular part of the market

share n 1 one of the parts into which ownership of a company is divided

2 market share the sales of a particular company in a market, expressed
as a percentage of the total sales

shareholder n a person or organization that owns shares in a company

shareholder value n the idea that companies should produce the best
possible profit for their shareholders, and that one of the main jobs of
management is to ensure this

slogan n an easily remembered phrase used to express a particular idea,
for example in an advertisement

smart adj 1 intelligent 2 attractive 3 well-dressed 4 relating to
technology that does things in an efficient way

spreadsheet n a computer program that shows rows and columns of
figures, and allows calculations to be done on them

stock n 1 one of the shares into which ownership of a company is
divided, or these shares considered together

2 also stocks a supply of a commodity that ahs been produced and is
kept to be used when needed 3 a supply of raw materials or parts before
they are used in production, or a supply of finished goods. 4 a supply of
goods, kept for sale by a shop or other retailer

stock market also stockmarket n a place or computer system where
bonds, shares etc are bought and sold

subsidiary also subsidiary company n a company that is least half-
owned by another company, its parent company

subsidize also — ise if a government or organization subsidizes a
company, activity etc, it pays part of the cost — subsidized adj

subsidy n money that is paid by a government or organization to make
something cheaper to buy, use, or produce

supply v to sell and provide goods or services — supplier n

survey n a set of questions given to a group of people to find out their
opinions
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takeover n an occasion when a person or company obtains control of
another company by buying more than half of its shares

trademark also trade-mark n a name, sign, or design on a product to
show that it is made by a particular company

trading group n a group of countries that agree to have low or no taxes
on goods they export to each other

transfer v if you transfer to another job or workplace, or if you are
transferred, you move there

trend n the general way in which a particular situation is changing or
developing

turnover n the amount of business done in a particular period, measured
by the amount of money obtained from customers for goods or services that
have been sold

2 the rate at which workers leave an organization and are replaced by
others

3 the rate at which goods are sold and stock is replaced

update n information that tells you what has happened recently in a particular
activity, situation etc

virtual adj involving something that gives you the experience of its real
equivalent

visual also visual aid n a diagram, map etc that people can look at, for
example in a presentation, and that helps them understand and remember it

voice mail also voicemail n a system for leaving messages for people
by telephone, or the messages themselves

volunteer v to ask to do something that you do not have to do —
volunteer n

warehouse n a building where goods are stored

website n information about a particular company, subject etc available
on the Internet. Each website has an address that begins “http”

wholesaler n a person or company that sells goods in large quantities to
other wholesalers, or to retailers who may then sell them to the general
public

workforce n all the people who work in a particular country, area,
industry, company, or place of work

workload n the work that a person or group of people have to do in a
particular period
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1.4. HaB4yanbHi 3aBIaHHSA 10 TeM Ta MEeTOAUYHI peKOMeHAaNii 10 ix
BHKOHAHHA

Module 1. People and Jobs
Unit 1. Describing jobs.

MAKING CONTACTS

Making contact is very important in business. Numerous problems and
complications of the business done with firms and companies make the use
of different methods of business communications a necesssity.

You may use telex, telephone, telegraphic and SWIFT* communication
for making contact. The growing use of the telephone and telegraph is
reducing the need for letter writing. But the writing of letters continues in
spite of all modern means of communication; in fact most of telephone and
telegraph communications have to be confirmed in writing.

The telex is a very efficient method of making contact. It is as fast as
telephone service, and as accurate as a typewriter. A major advantage of the
telex is that a sender may transmit a message 24 hours a day, even if the
machine is left unattended. The language of the telex message is similar to
the language used in telegraphic services, with the same rules, but there are
extra abbreviations and conventions. Usually, in companies or firms, there
is a telex operator who will send messages for you. Sometimes, however,
you may have to send an urgent telex yourself, in English.

Most people prefer phoning in their contacts. This method of
communication is fast and simple. A few common expressions are enough
for most telephone conversations in making contacts.

The day before the meeting you may want to call your contact to
confirm the arrangement before arriving at the firm. But it is not always
possible to follow your original plans.

You or your contact may want to change an appointment. If one wants
to change the appointed date, it’s better to apologize and suggest another
date.

If you make a «cold call»?, you could have difficulty in getting past the
secretary of the person you want to see. You should know a few
suggestions of things you might say to the secretary.

Before talking about the details of your business, there is usually a
period of social conversation (small talk) which can be difficult. A good
tactics is to ask questions for «breaking the ice»®. There are three reasons
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for this: most people like talking about themselves; it is easier for you to
listen; you may learn something useful.

If the small talk continues too long, you may want to change the subject
to business matters and talk about the reason you have arrived. After every
visit to a company, it can be useful to keep in touch.

There are some ways «to keep the door open»: telexing contacts,
writing to contacts, paying visits, sending a facsimile and so on.

Some contacts do not keep in touch, you have to telephone them to let
them know that you still exist. The most difficult contacts say very little on
the telephone. This can be because of their personality, their attitude to you,
or their difficulty with English.

If they do not speak, you have to.

Comments
1. SWIFT  (Society for  World-wide Interbank  Financial
Telecommunication) — mibkHapoaHa MiKOAHKIBChKa CJIEKTPOHHA CHCTEMA

mwiatexis (CBIOT)

2. to make a «cold call» — HaHecTH Bi3uT 6€3 JOMOBIEHOCTI

3. «to break the ice» — 3mamatu Kpury, MOKJIACTH MOYAaTOK (PO3MOBI,
CIIpaBi i T.1L.)

4. «to keep the door open» — CHpUSTH NMPOJOBKEHHIO MOJATBIINX
KOHTAKTiB (3B’S3KIB)

VOCABULARY
1.Contact 3HAHOMMIA (3BUY. JiJTOBHI)
Contacts amep. KOHTAaKTH, 3HaHOMCTRBA, 3B’ SI3KU
To contact (with) OyTH B KOHTaKTi
To make contact BCTAHOBIIIOBATH 3B’ 130K
2. Complication 1) yckinagHeHHs
2) 3aI1yTaHHICTh, CKJIAJIHICTh
3. Communication 1) ciosryueHHs1, 3B’ SI130K
2) 3ac00u CIIOTyYeHHS
4. Necessity HEOOXigHICTE, TOTpeba
5. To reduce 3MEHIIIYBaTH, MOCIa0II0BaTH,
3HMKYBATH, CKOPOUYBATH
6. To confirm MiATBEPHKYBATH, i IKPIIIISITA
To confirm an 3aTBEP/HKYBATH 3yCTPid
appointment
7. Accurate TOYHHH, TPaBUIHHUI
8. Sender BiIIIPaBHUK
9. To transmit 1) nepenaBaTtu
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10. Message
11. Unattended
12. Extra

13. Abbreviation

14. Convention

15. Urgent

16. Arrangement

17. Apologise
18. To manage

19. To suggest

Suggestion
20. Original
21. Call

22. Past
23. Social

24. Tactic (s.)

25. Touch

In touch with smb.
To get in touch with smb.
To keep in touch

26. Facsimile
27. Attitude
28. Personality

2) BiANpaBIsATH, IOCHIATH
[IOB1IOMJIEHHSI, JIUCT, TOCTIAHHS

TyT: 6€3 HarysILy

0COOJIMBUH, OKPEMHUIA, JOAATKOBUH,
1o3a4eproBuit

abpesiaTypa, CKOPOUECHHS (SIKe
BXKHBAIOTH y IMCHMi 1 pO3MOBI)
YMOBHICTb, 3arajbHa 3r0/a, 3BHYaii,
JIOTOBIp, yroja, KOHBEHIis

1) TepMiHOBWMIA, HETaHWH, HACTIHHMIHA
2) nyxe HeoOXiTHUH

JOMOBJICHICTB, Y014, yIaIlTyBaHHS
MepenpoIyBaTH, BUOa4aTuCh

1) cipaBuTHCS, BIIOpATHCA 3,
NPUMYIPSITUCS

2) ympaBisTHCS, KePYBaTH, 3aBiIyBaTH
MPOTIOHYBATH, PAAUTH

MIPOIO3HUIIis, TOpaja, BKa3iBka

HOBUIi, CBIXUH, CITPaBKHIH, IEPBICHUH,
[IO4YaTKOBUI

1) Bi3uT, BiJIBIAyBaHHS, BIIBIIUHU

2) BUKIIUK, Telle()OHHUN BUKITHK

MHMO

CBITCHKHI, TOBAPUCHKHIA, TPOMAJICHKHUH,
CYCIiTHHUH

TaKTHKa (BXXUBAETHCSA SIK Y OZH., TAaK
1y MHOX.)

KOHTAKT, CITIJIKYBaHHS, 3B’ 130K

y KOHTaKTi 3 KHMOCh

3B’S3aTHCH 3 KHMOCh

MiATPUMYBATH KOHTAKT (3B’S30K)
baxcumine

BIJHOIIIEHHS, TTO3HUIIIS, CTABJICHHS
0CcOOUCTI pHCH, OCOOIMBOCTI XapakTepy,
0cOoOUCTICTh

EXERCISES

Exercise 1. Fill in the blanks with necessary words:
1. Mr. Stock has got ... with Mr. Brown for 10.30 tomorrow morning.
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I’m afraid he is not in the office at the moment. Would you like to
leave any ... for him?
You may want to call your contact to ... the arrangements you have
made.
You have tried to ... them by phone.
After every visit to a company it will be useful to keep in ... .
.. greets the visitor and finds out who he wishes to see.
Usually, in companies or hotels, there is telex ... who will send
messages for you.
Before talking about the details of your business, there is usually a
period of ... conversation which can be difficult.
The most dlfﬁcult . say very little on the telephone.

10 The telex is a very eff|C|ent method of ..
Exercise 2. Complete the following sentences:

1.

2.

w

o

7.
8.
9.

Numerous problems and complications of the business done with
firms and companies make ... .

The writing of letters continues in spite of all modern means of
communication, in fact ... .

A major advantage of the telex is that ... .

You should apologize for not managing the day arranged and then

If you make a «cold call», you can have difficulty in ... .

If the small task continues too long, you may want to change the
subject business matters and ... .

There are some ways «to keep the door open» to ... .

A good tactic for «breaking the ice» is ... .

There are three reasons for this ... .

10.Some contacts do not keep in touch, you have ... .
Exercise 3. Translate into English:

1.
2.

3.

Sxuio y Bac € mpo01eMu Ta YCKIIaJHEHHS, 3B’ SOKIThCS 3 HAMHU.
Binbiricts TeneoHHUX Ta TenerpadHUX MOBIIOMIICHb ITOBOIUTHCS
MiATBEPDKYBATH B MUCHMOBIH QopMi.

Jnsi BCTaHOBIEHHA KOHTAKTIB BHKOPHCTOBYIOTHCSI TEJIEKCHUH,
TeneOHHUI Ta TenerpagHui 3B’ I30K.

MoBa NoBiJOMJIEHB TEJIEKCY CX0a Ha MOBY, SIKa BUKOPUCTOBY€ETHCS
B TenerpadHoMy 3B’sI3Ky. AJie B Hill iCHYIOTh OCOOJIUBI CKOPOUYCHHS
Ta YMOBHOCTI.

binpmricte roAeH Hajmae TepeBary BCTAHOBJIICHHIO 3B’SI3Ky TIO
TenedoHy 31 CBOIMHU AIIOBUMH MapTHEPAMH.
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6. 3a meHb g0 3ycTpiui MOXKHA 3aTeNe)OHYBATH AIJIOBOMY HapTHEPOBI,
00 MiATBEPANTH JOMOBIICHICTD.
7. He 3aBkau MOXIMBO JOTPUMATHCS MOYATKOBUX IUIaHIB. [HOMI
JIOBOJIUTHCS 3MIHFOBATH IMOMEPEIHIO JOMOBJICHICTb.
8. Tlepmri cnoBa mpwu 3ycTpidi OyBaloTh HaiickiamgHimmmu. [1oTpioHO
BMITH «3JaMaTH KPUTY», TOOTO MOKIACTH TOYATOK PO3MOBI.
9. Ilicns KOXHOTO Bi3UTYy 70 (ipMU KOPHCHO MiATPUMYBATH 3B’S30K 3
miero Gipmoro.
PATTERNS
Make up your own dialogues according to the patterns:
I. Confirming and Changing Appointments
A: Hello, Mr. Rossi? This is the Australian Chemical Bank. I’'m Mr.
Whitley’s secretary. I understand you have an appointment for 10
a.m. on Tuesday 13th. I’'m afraid Mr. Whitley is rather tied up then.
Could I suggest Monday instead?
B: Yes,I’m sure that will be OK.
*k*k
A Hello, Mr. Rossi? Tim Brown, your agent. Small problem. Our
meeting for Friday is all right, but Monday afternoon is likely to be
difficult: someone is coming to see us who might be a useful outlet
for some of your range. Perhaps we could change our meeting to
Tuesday afternoon?
B: Yes, OK. Right, that’s fine.

*k*k

A:  Mr. Rossi? It‘s Jenny Kisella here. From B.1.G. I'm sorry, but my
colleagues can’t all make it on Thursday afternoon. Could I suggest we
meet on Tuesday instead?
B: Er...yes... why not? OK... Well, thank you very much.
**k*
A: Hello again, sorry Tim Brown here again. | forgot; | have some
other customers visiting on Friday morning. How about meeting on
Thursday sometime, if that’s all right with you?
B: Right. Sorry to be difficult. Thanks a lot, Mr. Rossi. Bye now.
**k*k
A:  Mr. Rossi? Good morning. I’m ringing for Mr Lund of Lund and
Lund Associates. He’s very sorry, but he won’t be able to manage
Wednesday afternoon. Could | suggest Friday afternoon instead?
B: Well, I think that should be all right. I’ll give you a call this
afternoon to confirm. Thank you. Good bye.
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1. At Reception

Visitor:

Receptionist:

Mr. Stock:
Receptionist:

Receptionist:

Visitor:

Receptionist:

Visitor:

Receptionist:

Visitor:

Good morning. My name’s Stock. I’'m the new technical

adviser. I’ve got an appointment with Mr. Hopkinson at

11.30.

That’s right, Mr. Stock. Mr. Hopkinson is expecting you.

Do take a seat, please.

Oh, Mr. Hopkinson, Mr. Stock’s here now. Oh, | see.

Very good.

I’m sorry, Mr. Stock. Mr. Hopkinson’s at a meeting, but

it’ll be over in a couple of minutes.

If you’d just like to wait over there, I’ll see if I can rustle

up a cup of coffee for you. There are some magazines on

the table over there.

Thank you very much. I’m a bit early, actually.

Reception. Very good, Mr. Hopkinson.

Oh, Mr. Stock, Mr. Hopkinson’s on his way down now.
**k*%*

Good morning, sir. Can | help you?

I’ve got an appointment with the Company Secretary.

Yes, may | have your name, please?

McCluskey. I’'m from Jonsons.

Oh, yes, he’s expecting you. It’s on this floor. Go

round past the lift to the left...do you see? It’s the first

door on the left from here, just past the typing pool.

Thank you very much.

III. Making a «cool call»

Visitor:
Secretary:
Visitor:

Secretary:
Visitor:

Secretary:
Visitor:

I wonder if I might have a word with Mr. Rodgers?

I’m afraid he can’t see you without an appointment.

I’'m sorry, I tried to ring in advance, but | could not get
through.

Sorry, but I can’t let you see him unless you’ve arranged a
meeting.

Would you tell him I’m here, please.

Sorry, but | have my instructions.

It should only take a few moments.
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Secretary: Mr. Rodgers is a very busy man, you know.

Visitor: I don’t mind waiting until he’s free.
Secretary: He did ask me not to disturb him.
Visitor: I’'m only here for a brief visit before I return home.
Secretary: I’m afraid he isn’t available at the moment.
Visitor: I’m sure he’d be sorry if we weren’t able to me meet.
Secretary: Very well, I’1l tell him you’re here.
ROLE PLAY
Problem |

You want to call Mr. Smith to confirm the appointment with him for
10.15 tomorrow morning at his office.

Role 1 You call Mr. Smith to confirm the arrangement for 10.15
tomorrow morning at this office.

Here are the expressions you need:

I’m ringing to confirm our meeting tomorrow.

10.15 at your office, as arranged?

as we agreed?
as we said?

Role 1l You are Mr. Smith. You hear the telephone ring. You listen to
caller and answer him using the expression:

Good. I look forward to seeing you. Good bye.

Problem Il

You have already arranged another meeting for 10.15 tomorrow. You
want to change this appointment. Your contact doesn’t want to change the
order in which you visit him.

Role 1 You want to change the appointment for 10.15 tomorrow. First
apologize for not managing the day he suggests.

To apologize say:

I’m afraid that..

I’'m sorry...

To suggest another time say:

Could I suggest ...?

What about ...?

Perhaps...?

Role Il You are Mr. Smith. You hear the telephone call, answer it. You
don’t like the idea of changing this appointment, you say about it, but then
you agree.
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Use the expressions:

I’m very sorry. What could you suggest instead?
Would you give me a call to confirm?

Right. Thank you. Good bye.

Problem I11
A visitor comes to the office without having arranged an appointment. A
secretary greets the visitor and finds out whom he wishes to see.
The visitor has a difficulty in getting past the secretary of the person he
wants to see.
Role I: You are the secretary who greets the visitor and finds out whom
the visitor wishes to see.
Use the following language:
Greeting: Good morning (afternoon). Can | help you?
Asking for some information: Can | have your name, please?
Do you have an appointment?
I’m afraid he can’t see you without an
appointment.
He did ask me not to disturb him.
Very well, I'll tell him you are here.

Role 1I: You are the visitor who has come to the office. You haven’t got an
appointment. Try to obtain an interview with the Manager.
Use the following language:
Greeting: Good morning (afternoon).
Giving some information: My name is ...
I’ve come to see ...
I haven’t got an appointment with ...
I’'m from ....
I’m sorry, I tried to ring in advance, but
couldn’t get through.
I’m sure he’d be sorry if we weren’t
able to meet.
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Unit 2. Inviting, asking, answering

TELEPHONE. Formal and Informal Telephone Conversation

The language used for speaking on the telephone is basically very similar to
that of ordinary conversation, but limited in certain important respects' by the
special situation, which imposes a number of restrictions. Attention may be
called to some of the chief differences between formal and informal telephone
conversations. The most notable difference is that a formal telephone
conversation is conducted at a much more formal level because the people
speaking are taking care to maintain the high level of politeness usually felt
appropriate in this kind of discussion. Another difference is that the formal
discussion is very precise and factual, keeping to the point and never straying
off? into the chatty vagueness® which is found at times in informal telephone
conversation.

Finally, there is of course a considerable difference in the vocabulary, with
more technical terms than one would expect to find in the average informal
telephone conversation, and a mixture of formal and informal words and
phrases. Informal chatty telephone calls usually take place between friends
who have nothing in particular to discuss and are simply engaging in a bit of
social pleasantness®. In this kind of telephone conversation there is a great deal
of information idioms.

Comments

1. in certain ... respects — B IEBHUX BiJIHOIICHHIX
2. straying off — BigxmisTHCH BiJ TeMu
3. chatty vagueness — mopoxxHi Ganauku
4. abit of social pleasantness — mpuemHui po3moBH
Vocabulary
1. Telephone Tenedon
eg. May | wuse your Jl03BOJIBTE ITOA3BOHUTH IO BAIIOMY
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telephone?

Are you on the telephone?
He is speaking over the
telephone now.
The telephone is quite dead.
I can’t get him on the phone.
2. To telephone (to phone)
smb., smth.
Syn. To ring smb.up; to call
smb.up; to call smb., to buzz
smb. (Am. collog.)
3. Call
e.g. There’s a call for you.
I’ll answer the call
(Il answer the telephone
4. To make a call
e.g. Where can | make a
call?
Syn. To give a call; to give a
ring, to give a buzz (Am.
collog.)
5. Receiver
to lift the receiver Syn. To
take up the receiver, to pick
up the
receiver
6. To replace the receiver
Syn. To hung up, to ring off
Dial
8. To dial (dialled (Br.), dialed
(Am.)
e.g. | have dialled the
number twice but there is no
reply
9. Dialing tone

~

10.To listen to dialing tone
11.Ringing tone

Tenedony
V¥ Bac € Tenedon
Bin 3apa3 po3mMoBiisie o Tenedony

Tenedon He mparroe
51 He MOXKY JTIOJI3BBOHUTHCS 10 HHOTO

J3BoHUTH 1O TenegoHy KOMYCh,
KYZAHCh

TenehoHHMIT BUKITUK, I3BIHOK
Bam 13BOHSTE.
A minpitiny no TenedoHy.

J3BOHUTH 110 TeledoHY
3BIAKH MOYKHA [IOA3BOHUTH?

tenedoHHa TpyOKa
migiiMaTe TeneoHHy TPYOKY

MOKJIACTH  TeleOHHY  TpYOKYy,
CKIHYHUTH PO3MOBY

Tene(pOHHMIA JUCK.

Habpatu (HOMep)

51 nabpaB HOMep JBiui, ajie HIXTO HE
MIIXOAUTH (HE BIIOBIIAE)

JIOBTUH TYAOK, IO II03HAYaE, IO
MOXHa HabpaTu HOMEp

YeKaTh Ha TYJIOK

KOPOTKi TYJKH, 110 TT03HAYAIOTh, IO
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12.The line is free
Ant. The line is engaged
(Br.), the line is busy (Am.)
13.Engaged tone

14.Number unobtainable tone
15.A series of rapid pips
16.Coin-box telephone
Syn. Telephone booth, box
phone
17.Extension phone
18.Extension
19.Switchboard
20.Switchboard operator
21.Trunk-call
Syn. Long-distance call
(Am.)
22.Subscriber
23.Subscriber Trunk Dialing
e.g.This city is noton STD

24.Telephone Directory
Syn. Telephone Book
25.To pause
26.Digit
27.Private exchange
28.To clear
Syn. disconnect
29.Recorded announcement

30.Caller

31.International Subscriber
Dialing

32.To connect (Am.)

Syn. To put a call through

(Br.)
e.g. I’'m putting your call

JIHIS BUIbHA, YeKaiiTe Ha BIAMOBIIb
HOMeEp He 3alHATHI
aHT. HOMEp 3alHATUI

YacTi TYIKH, IO MO3HAYAIOTh, IO
JiHISA 3alHATA

T'YAOK, BiICYTHICTb 3B’SI3KY

Cepis YacTUX CUTHAJIB
TenedoH-aBTOMAT

napalnenbHui TenedoH
JIOAATKOBUI HOMED

KOMYTaTop

tenedoHicTKa

MDKMICBKUH TeNe)OHHUN BUKIIHK

a0OHEHT
MIDKMICBKUH
TeneOoHHMI 3B’ 130K
3 MM MiCTOM HEMAa€ aBTOMAaTHYHOIO
TesIe()OHHOTO 3B’ SI3KY

TeneOHHUM TOBITHUK

aBTOMAaTUYHUI

3aTPUMYBATHCh, POOUTH MAy3y
uudpa

komyTtarop (ipmu, ycTaHoBH)
po3’eqHyBaTH (A0OHEHTIB)

3aIMcaHe Ha TUTIBKY MOBIIOMIICHHS
a0o 00’sBa

0co0a, 110 TenedoHye
MixHapoaHU#l aBTOMaTHYHHAN
Tese()OHHUI 3B’ A30K

3’enHyBaTH (AOOHEHTIB)

S 3’enmyto Bac
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through

33.To hold on HE KJIaCTH TPYOKY, YeKaTH

34.To make a call through the mnoa3BoHHUTH Yepe3 TenedoHICTKY
operator

35.ADC=advice duration and moBigoMTe TpHBAJIiCTF Ta BapTICTH
charge PO3MOBH

36.Personal call (Br.) pO3MOBa 10 TelaeOoHy, 3aMOBJICHA Ha
Syn. Person-to-person call MEBHY 0CO0Y

(Am.)

37.Station-to-station call tenedoHHa PO3MOBA, 3aMOBIICHA Ha

HOMep abOHEeHTa

38.Transferred-charge call teneoHHA pPO3MOBAa 3a PaxyHOK
Syn. Collect call TOTO, KOT'O BUKJIUKAIOTh

39.Charge iaTa (3a Texae)OHHY pO3MOBY)

40.Alphabetical directory andaBiTHHIA JTOBITHUK

41.Fire department (Am.) MOXKEKHA KOMaH 1A
Syn. Fire brigade (Br.)

42.Ambulance MIBAJKA JOIIOMOTra

43.Telephone repair service 010po peMOHTY Tese(OHIB

EXERCISES

Exercise 1. Fill in the blanks with necessary words:
1. Ibelieve the ... is out of order.
2. Something must be wrong with the ..., it does not go back into
position.
3. There was ... for you this morning.
4. Canlbooka ... call in advance?
5. As he was walking along the street, he saw a ... on the corner.
Exercise 2. Make up sentences of your own with the following word
combinations:
to have the wrong number; to leave a message; to call back; to wait at
the receiver; to consult the telephone book; to make a call; to call smb.
Exercise 3. Translate into English:
3HiMiTh TeneoHHY TPYOKY 1 YeKalTe TyJIoK.
Habepits HOMED.
[oxnanite TpyOKY.
Ham Homep He 3aiiHATHI.
J3BOHUTH Yepe3 KoMyTaTop.
TenedonicTka.
[TouekaiiTe MOKHM BaM HE AAyTh BiAMOBIb.

NogakowhE
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8. MixMmicbkuii TeneOHHUN BUKIIUK.
9. AGoHEHT.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

MixMicbKU aBTOMaTHYHUIA TeePOHHHN 3B’ I30K.
Howmep 3aiinaruii.

Hudpa.

00’ sBa 3amrcaHa Ha TUTiBKY.

MixkHapoaHuil aBTOMaTHYHUHN TeraeQOHHUH 3B’ SI30K.
JlonaTkoBuit HOMED.

ITon3BOHITE TeIehOHICTI, 1 Bac 3’€THAIOTH.

He xnanite TpyOKy.

Po3moBa 1o TenedoHy, 3aMOBJICHA Ha IEBHY 0CO0Y.
PosmoBa o Tenedony, 3aMoBIeHa HA HOMEp aDOHEHTA.
TenedgoHHa po3MOBa 3a paXyHOK TOTO, KOTO BUKITUKAIOTb.

PATTERNS
Dialogues

1. Making an Appointment

Secretary:  Two-four-nine; double eight-double two.
Mr. Ivanov: | would like to make an appointment with Mr. Geffries. This

is Mr. lvanov speaking.

Secretary:  Oh, yes, Mr. Ivanov. Good morning. I’ll get his schedule.

Are you there?

Mr. lvanov: Yes.

Secretary:  When would you like to come, Mr. lvanov?

Mr. Ivanov: Tomorrow, if possible.

Secretary:  I’'m afraid he’s tied up tomorrow. Is it urgent? If it is,

perhaps we could fit you in somewhere.

Mr. lvanov: No, it is not urgent. Is the day after tomorrow possible?
Secretary: ~ What time would you like to come?

Mr. Ivanov: As late as possible in the afternoon.

Secretary:  I’m sorry, that afternoon’s full too. How is Friday afternoon

at five?

Mr. lvanov:  Yes, that’s perfect, thank you. Good bye.

2. Invitation to a Reception

Operator: Foreign Office. Good morning. Can | help you?
Mr. Orlov:  I’d like to speak to Mr. Games Marsh, please. I think it’s

extension forty-seven.

Operator: Who’s calling, please?
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Mr. Orlov:
Operator:

Mr. Orlov:
Operator:

Mr. Marsh:
Mr. Orlov:
Mr. Marsh:
Mr. Orlov:
Mr. Marsh:
Mr. Orlov:

Mr. Marsh:

Mr. Orlov:

Mr. Marsh:

Mr. Orlov.

Will you hold the line, please?

Yes, thank you.

You are through now, Mr. Orlov.

Marsh speaking.

Good morning, Mr. Marsh. Orlov calling.

Good morning. How have you been?

Very well, thank you. And | hope you are well too.

Yes, I’'m fine, thank you.

I’m calling to invite you and your wife to the reception to be
held on the occasion of our holiday the 25th Anniversary of
our Enterprise. It will take on October 7, at 6 p.m.

Thank you very much. I’'m delighted to accept your
invitation.

Good. T'll get the invitation card in the mail late this
afternoon then. I’'m looking forward to seeing you. Good-bye.
Bye-bye, Mr. Orlov.

3. A Hotel Reservation

Receptionist:
Mr. Serov:

Receptionist:
Mr. Serov:
Receptionist:
Mr. Serov:

Receptionist:
Mr. Serov:

Receptionist:

Mr. Serov:
Receptionist:
Mr. Serov:
Receptionist:

Mr. Serov:

Reception desk. Tavistock Hotel. Good morning.

Good morning. This is Intourist. We’d like to make a
reservation for Mr. Kozlov.

Could you spell the name, please?

Yes, certainly. K-0-z-1-0-v.

Thank you. What accommodation do you require?

A single room with private bathroom, for three nights from
the 7th of October.

Would you hold on a moment, please. I’ll see whether we
have the accommodation available.

Thank you.

Yes, | can reserve a single room with bath, from the 7the of
October, for three nights. It’s an inside room on the fifth
floor.

Would you please see that’s a quiet room?

We will try.

Thank you. What will the charge be?

10.50 daily, plus 12 % service charge, inclusive of breakfast.
Would you please confirm this reservation in writing?

Yes, I’ll write you today.
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Receptionist: Thank you. Good bye.
Mr. Serov:  Good-bye.
ROLE PLAY
1. You are making telephone call (to a friend, to an official).
2. You inquire about the telephone number of a person you need to
speak with.
3. You want to change the appointment.

DISCUSSION

Read the text and give your comments on the following rules of
etiquette:
Telephone etiquette
The techniques of telephoning are very much the same in all countries.
Only remember your good telephone manners.

1. When talking on the telephone — speak clearly. Do not shout and
take your cigarette out of your mouth.

2. Make sure that your conversation with a busy person is as brief as
possible.

3. When calling a friend who does not recognize your voice — don’t
play «Guess who». Announce yourself promptly.

4. When you get a wrong number don’t ask «What number is this?». It
is good manners to ask «Is this two-three-four-five-six?». If not —
apologize.

5. If a wrong number call comes through don’t lose your temper.
Simply say: «Sorry, wrong number» — and hang up.

6. Always identify yourself when making a call, especially if you are
calling on business, e.g. «This is Mr. Volkov of the Ukrainian Trade
Mission. Could I speak to Mr. Gones...».

7. If you have a visitor, do not carry on a long chat while your visitor
tries hard to avoid listening to your conversation. The best thing to
do is to say you are busy at the moment and ... May | call you back in
a little while?». But don’t forget to do so.

Indopmaniitni rxepesia

6. Murphy R. English Grammar in use/ R. Murphy — Great Britain:
Cambridge University Press, 1994. — 329 p.
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7.Ashley, A. Commercial Correspondence. UK: Oxford University
Press, 2009/ A. Ashley — 304 p.

8.Ashley, A. Correspondence Workbook. UK: Oxford University Press,
2009/ A. Ashley — 112 p.

9. J Christopher Holloway. The Business of Tourism. — Prentice Hall:
Pearson Education Ltd., 2009. — 776 p.

10. Plog, Stanley C. Leisure travel: a marketing handbook/ Stanley C.
Plog. — Pearson Education, Inc., Upper Saddle River, New Jersey,
2004. — 258 p.

Module 2. Meeting people
Unit 3. Talking to guests

NEGOTIATIONS (BUSINESS TALKYS)
BUSINESS COMMUNICATION
Skills of Negotiating

Most negotiations are conducted with a view to reaching a compromise
agreement. Both parties together move towards an outcome which is to
mutual benefit. This is a range of tactics which can help conduct
negotiations. It’s no use immediately discussing business matters. The topic
at the outset of negotiations should be neutral, non-business. It could be
immediate experiences, the sort of journey the visitor has had; football, ice-
hockey, the morning’s newspaper headlines, common interests, etc.

5 per cent of the negotiating time is devoted to breaking the ice. The
two parties adjust their thinking and behaviour to one another.

If you want to follow the reaction of your visitor introduce in your
speech the question — «Agree?».

At the very beginning of the talks get agreement covering the purpose,
plan, agenda of a meeting.

Here is some advice to a negotiator:

1. First discuss major items, then minor items.

2. Follow the headlines of the plan one by one.

3. Come over to the next point after you have resolved the previous one.

If talks are difficult and you are in a deadlock, take time-out.

It will help you to build bridges yourself and your partner when you
resume negotiations.

1. To launch talks/debates  posnovaTu neperoBopH/IHCKYCi0
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2. To disrupt/to break
off/to interrupt business
talks

To resume talks
Resumption of talks

Hw

5. To cancel talks

6. Top-level/summit talks
7. Round-table talks

8. Bilateral/multilateral
talks

9. The talks resulted in ...

10.A deadlock in talks

11.To sidetrack the
negotiations

12.To talk to smb. from a
position of ...

MPUITMHUATH ~ TIEPETOBOPH,  3ipBaTH
TIepErOBOPH HECIIOAIBAHO

MTOHOBITIOBATH, PE3IOMYBAaTH
TIPOIOBKCHHS (e TIepepBH),
TIOHOBJICHHS

aHYJIOBATH MEPETOBOPH

[IEPEeTOBOPH HA BUIIOMY PiBHI
MIEPETOBOPH 32 KPYTIIM CTOJIOM
JIBOCTOPOHHI/0araTocTOpoHHI
MeperoBopu

[IEPETOBOPH 3aKiHYMITUCH 3
pe3yabTaToM

MepTBa TOYKa, OE3BUXIJIb Y IIEPErOBOPax
BiJIBOJINTH TIEPETOBOPH Bi TEMHU

BECTH TIEPETOBOPHU 3 KUMOCH 3 MO3HIII]. . .

|.The Beginning of Business Talks

Business talk
To have business talks

To receive smb.
Card
To offer some coffee

Nk~ E

To discuss some
guestions

To make an appointment

To get down to business

(a

JIiJIOBa PO3MOBA
MTPOBOJIUTH JIIJIOBI IIEPETOBOPH
JIOMOBHTHUCH IIPH 3yCTPid
NPUIHATH KOTOCh
Bi3WTHA KapTKa
3aIlpOTNIOHYBaTH KaBy
MIEPEXOJIUTH JI0 CIIPaB

few) oOroBopuTH AEKibKa MUTaHb

9. To need to have an interpreter moTpebyBaTH mepekiagada
1. The Establishment of Business Contacts

1. To maintain business contacts  migTpuMyBaTH IiJOBi KOHTAKTH
2. Tobe interested in cooperation ~ OyTu 3aiKaBICHUM

Fruitful cooperation
To send a delegation
Personal contacts

ok w

y CHiBpOOITHULTBI
IITiTHE CTIIBPOOITHUIITBO
HaIPaBUTH ACJICTaIliIo
0COOMCTI KOHTAKTH
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9.

I11. Inquiry and Offer

NG~ LNE

agrwdE

Inquiry for
To send
To receive
To study
To accept
To confirm
To revise
To decline

IV. Contracts

Order

General terms and conditions
To place an order for

To make a contract

Small, big and trial order

Standard contract

Standard terms and conditions
To offer terms and conditions
To accept a contract

10.To discuss a contract
11.Clause of a contract
12.Clause by clause
13.Draft contract

14.Integral part of a contract
15.Terms of delivery
16.Time of delivery
17.Guarantee period

3aIUT Ha
HaIPaBUTH
OJIEPIKaTH
po3risaaTu
npuMaTu

i ATBEPHKYBATH
MeperysiIaTH
BIAXHWIATH

3aMOBJICHHS

OCHOBHI YMOBU
PO3MIlllyBaTH 3aMOBJICHHS
YKJIaJIJaTH KOHTPAKT
MaJIeHbKE, BEJIMKE Ta MpoOHe
3aMOBJICHHA

TUIIOBUN KOHTPAKT
CTaHIApPTHI yMOBH
3aMpoNOHYBaTH YMOBH
NPUNHATU KOHTPAKT
00roBOPIOBATH KOHTPAKT
ITyHKT KOHTPAKTY

ITyHKT 32 ITyHKTOM

MIPOEKT KOHTPAKTY

HEBiJ €MHA YaCTHHA KOHTPAKTY

YMOBH ITOCTa4aHHSI
CTPOK IOCTavYaHHsI
rapaHTOBaHUH TEPMiH (CTPOK)

Exercise 1. Fill in the blanks with the necessary words:

1. Idon’t know English well enough, that’s why I need an ... .

I’'m glad you are not in a hurry and we

... today.

Your idea sounds encouraging. We can get ... .

2.
3.
4. Our manager would like ... with you.
5.

The bank makes a long term to clients, that’s why we ...

cooperation.
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10.
11.

12.

13.

14.

The number of new products is coming into the market. We will start
market research and I think our cooperation will be ... .

Your prices on these items are too high. That’s why we ... .

We ... you to start a car repair shop.

I think we’ll ... your offer, because tape recorders are so popular
unless the price is too high.

I’'m not sure, that’s why we have to discuss the contract clause ... .

We have already been discussing the ... of the contract for 3 hours,
but we have not come to any final decision yet.

We enclose a list showing the goods we require for ... by the end
of April.

It is so complicated to sell the ... to a foreign company with
different currencies.

We are always on the look out for products of good ... .

Exercise 2. Complete the following sentences:

1.

I’'m thinking of starting my own business that’s why I have to

discuss ... .

2.

©ooNo O~ W

11.
12.

13.

14.
15.
16.
17.

We’ll have a business talk with ... .

We*ll make an appointment ... .

Fruitful cooperation brings ... .

Our firm has established business ... .

Whatever the reason, we are anxious to establish ... .

We are interested in cooperation, because ... .

Have you received ... ?

We have to decline your offer, because ... .

Our firm must pay a lot of money for delivery, that’s why we ... .

The manager has signed a favourable ... .

The time and the date of delivery are attached to the present
contract, that’s why ...

The firm has already fixed the price and total amount of the
contract and ... .

We have signed a standard contract, that’s why ... .

The sellers will guarantee the quality of the sold goods for ... .
Quality certificate issues ... .

Clients can be made for the quality of the goods if it doesn’t ... .

Exercise 3. Translate into English:

1.

Sl moraHo pO3MOBJISIO0 AHTIIIMCHKOIO, TOMY MEHI HEOOXITHO MaTH

nepekiagaya.

2.

[Ipomry nepeaatu Moo Bi3UTHY KapTKy mictepy H.
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3. Yu Morxe Hac npuitHaTH Mictep H.?
4. 3aiiMaiiTe CBOI MICIIf , Ta TaBalTe TIEPEHIEMO 10 CIIpaBH.
5. IlpeacraBuuk Hamoi QipmMu Mae OakaHHs oOroBopuTH 3 Bamu
JeKiNbKa MUTaHb.
6. 3 skuMH KpaiHaMH BH MA€TE TOPrOBi BITHOCHHH?
7. S cnopaiBaroch, 110 HAIII I7I0BI KOHTAKTH OyTyTh TUTiTHUMH.
8. Bu 3amikaBiieHi B IIbOMY CIiBpOOITHUITBI?
9. M# TiIbKHM-HO BHHIIUIM HAa PUHOK 3 UM ToBapoM. (to introduce
smth to ...).
10. VY Hac BeIMKUH TOCBIA B €KCIIOPTI IILOTO TOBAPY.
11. Mu Bigicnanu BaMm Hamn 3ammuT MUHYJIOTO THXKHS / B KIHIT MicsLs /
Ha TI0YaTKy 1oro Micsrst / 10 KBITHS.
12. Mu 3MmymieHi NeperyisiHyTHd / BiXWINTH / TIOTOAWTHCH Ha IO
MPOTIO3HUIIIIO.
13. IIpomo3wuris moTpedye BAmIOTO MiATBEPKEHHS.
14. Bwu oTpumaiy Hall 3alluT Ha MAIIWHU (MeOITi, 00TaTHAHHS).
15. Mu 6 xoTinu 0OroBOPUTH KOHTPAKT Ha TMOCTaBKH LLOTO TOBapy
MYHKT 32 ITyHKTOM.
16. lle Hamri cTaHgapTHI YMOBH ITOCTadaHHS.
17. Mu MoXeMo 3aITporioHYBaTH BaM TOBap BHCOKOI SKOCTI.

Indopmauiiini gxepena

1. Murphy R. English Grammar in use/ R. Murphy — Great Britain:
Cambridge University Press, 1994. —329 p.

2.Ashley, A. Commercial Correspondence. UK: Oxford University
Press, 2009/ A. Ashley — 304 p.

3.Ashley, A. Correspondence Workbook. UK: Oxford University Press,
2009/ A. Ashley — 112 p.

4. J Christopher Holloway. The Business of Tourism. — Prentice Hall:
Pearson Education Ltd., 2009. — 776 p.

5. Plog, Stanley C. Leisure travel: a marketing handbook/ Stanley C.
Plog. — Pearson Education, Inc., Upper Saddle River, New Jersey,
2004. — 258 p.

Unit 4. Promising, giving advice, offering help

PATTERN
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Dialogue
Ted — the manager of the purchasing department.
David — a student of economics and business.
David: Hello, Ted. How are you getting on?
Ted: Thanks, I’m fine and what about you?
David: Everything is all right. You know, I don’t know how to draft an

order.
Ted: OK. I see. I have 10 minutes for you.
David: Lasttime | had a lot of problems. Could you help me?
Ted: Well, to make it clear, orders are simply the requests of one

business organization for the goods or services, or both of another
business organization. Orders may be either oral or written. Even
when an order is oral it will usually be confirmed in writing at a

later date.

David: Are there any rules that should be followed when preparing an
order?

Ted: Sure, here are some of them. First, clearly state the exact quantity

of the items you are ordering. Second, identify the catalogue
number of the item. Third, list the catalogue price for the total
price for the amount of goods ordered. Fourth, describe how the
shipment is to be made.

David: Thank you for your information. It will be useful for me.

Ted: Not at all, David. | am always glad to help you.

TASK
Make your own dialogues according to the pattern above.

ROLE PLAY

Problem |

You are a manager of a firm. You want to make an appointment and
have a business talk. Please, do it.

Problem |1

You are a sales manager of «Sony» Company. Your firm sells high-
quality TV-sets. You want to deliver TV sets. Discuss, please, the terms,
the time and the guarantee period of delivery with representative of a big
shop.

Problem 111
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You are a director of a shop. You don’t like the terms of delivery. Make
an appointment to a sales manager and change the terms of the delivery.

Indopmaniiini rxepesa

1. Murphy R. English Grammar in use/ R. Murphy — Great Britain:
Cambridge University Press, 1994. — 329 p.

2.Ashley, A. Commercial Correspondence. UK: Oxford University
Press, 2009/ A. Ashley — 304 p.

3.Ashley, A. Correspondence Workbook. UK: Oxford University Press,
2009/ A. Ashley — 112 p.

4. J Christopher Holloway. The Business of Tourism. — Prentice Hall:
Pearson Education Ltd., 2009. — 776 p.

5. Plog, Stanley C. Leisure travel: a marketing handbook/ Stanley C.
Plog. — Pearson Education, Inc., Upper Saddle River, New Jersey,
2004. — 258 p.

Module 3. Business Matters
Unit 5. Talking about the past

LETTERS
Hints of Business Correspondence

A very large part of business in the world is conducted by means of
correspondence. Therefore, it is extremely important to be able to write
good business letters — letters that represent one’s self and one’s
organisation to best advantage.

Writing good business letters is a matter of detailed and often quite
specialised technique, which is not so complicated as you have been let to
fear. All you need is the supply of visiting cards, some good paper, a pen, a
typewriter, personal computer and some good will.

General Rules of Business Correspondence

— You should be familiar with two kinds of letters: business letters and
personal letters. Business organisations usually use printed letter-head for
their business letters. Private business letters are typed on plain paper.

— You should answer all letters promptly: within ten days at the
outside. If you can’t fully answer them within that period, the least you can
do is to acknowledge them and explain your delay.

— Let everyone involved know what action has been taken on a letter.
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— You should always write a thank-you note to anyone who has given
you a letter of introduction, reporting at the same time how well you were
received or what results the introduction produced.

— You should sign and send out only the letters that are well typed,
well spaced, faultlessly neat and inviting to the eye, i.e. letters that make a
good first impression. The letter you write is always a mirror which reflects
your appearance, taste and character.

When writing a business letter in English, be careful not to use an old-
fashion commercial instruction book as a guide. The style of writing is
changing rapidly. Every year it gets simpler and less formal. Business
correspondents prefer simple English to express what they want to say as
effectively as possible. But a writer of a business letter must create a good
impression, so a few words to promote a feeling of friendship and good will
be just to the place.

However, compliments must not be exaggerated, as they may produce
the opposite effect, and the reader may feel that the writer is being insincere.

The following is to be remembered when writing a business letter in
English:

1. Make a new paragraph for a new subject.
2. Say what you want to say in the simplest, clearest way.
3. Don’t say aggressively.
4. Don’t exaggerate compliments.
5. Remember that real feelings will have more effect than pretended
ones.
VOCABULARY
1. Currency rate BAIIOTHUH Kypc
2. Letter of guarantee rapaHTiiHUN JTUCT
3. Freely convertible currency BinbHO KOHBEpTOBaHa BaJrOTa
4. Contractual price JIOTOBipHA I[iHA
5. Dear sirs/madams IIAHOBHI NAHOBE/TIaHi
6. We beg to inform you that ~ mi Maemo 3a 4ecTh IOBIIOMHUTH Bac,
o ...
7. We shall do our bestto ...  Mi 3poObuMO Bce MOKIIMBE, 100 ...
8. We shall be glad to answer  mu Gyaemo pai BimoBicTu
9. I look forward to corporate s po3paxoByro Ha CIIBPOOITHHLITBO
10. Please let us know ... Oy/b J1acKa, MOBIOMBTE HAC ...
11. We’ll ask you to wire us ... TpocuMO TejierpadyBaTu HaM ...
12. lam sorry to have caused IIKOJA, II0 A 3aBaaB Bam CTIIBKH
you so much trouble TypOOT
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13.
14.

15.

16.

17.
18.

19.

20.

We are delighted that ...
Best wishes (yours
sincerely) yours truly

It was a great pleasure for
us to receive your letter of

We would welcome the
opportunity ...

I enclose some information
May | take an opportunity
to wish you ...

May | have the pleasure of
inviting you to visit our
firm?

Your expences will be met
by our firm.

MU JyK€ paji, 1o ...
HaWKkparii modaxanHs, mupo Bar

3 BEJIMKUM 3aJI0BOJICHHSIM OTPHMAaJIH
Barmoro nucra Bif ...

MU BITAEMO MOXJIMBICTD ...

JOJIA10 AESKyY iH(hOopMaIliro
JI03BOJIBTE CKOPUCTATHUCS HATOJI010
i mobaxaru Bawm ...

9H HE MIT OU s 3ampocutu Bac
BiZBizaT Haury Qipmy?

Balri BUTpaTH OyAyTh CIUTadeHi
HaIoro (ipmoro

EXERCISES
Exercise 1. Fill in the blanks with the necessary words:
1. It was a great pleasure for us to ... your letter of May 21 (receive,

get, send).

2. We would welcome the ...

desire, reason).

to co-operate with you (opportunity,

3. We would like to ... your catalogues periodically (recommend, get,

receive).

4. May 1 have the ... of inviting you to visit our firm (pleasure,

decision, permission).

o

We would ask you to wire us ... other day (some, any, every).

6. We would like to continue this ... with an educational program
(trend, tradition, communication).
Exercise 2. Complete the following sentences:
1. A very large part of business in the world ... .

COoNOR~WDN

Writing good business letters is ... .

Business organisations usually use ... .

You should answer all letters ... .

Let everyone involved know ... .

You should always write a thank-you note ... .
I received many letters from ... .

When I want to send a letter I usually go to ... .
We send telegrams at ... .
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10. May I have the opportunity to wish you ... .

11. It was a great pleasure to receive ... .

12. Would it be possible for you to tell me ... .

13. We beg to inform you that ... .

14. Please, let me know how ... .

Exercise 3. Translate into English:

1. Jlo3BonbTe CKOpUCTATUCS HATOOKO i IpUBiTAaTH Bac 31 cBATOM.

2. Mu Gyaemo paji BiIIoOBICTH Ha Oy/ab-sIKi 3alTUTAHHS, [0 [IKABJIATH
Bac.

3. Mu po3paxoByeMo Ha CIiBpOOITHHITBO 3 Bamu.

4. Yu ne mornu 6 Bu moBimomMuTH Ham noapoowii npo Bairy dipmy?

5. Maemo decth moBiomuTH Bac, 1m0 MU TOTOBI MiATPUMYBATH
CHiBpOOITHHUIITBO 3 BarmMm nianpuemMcTeom.

6. S xouy HamicIaTH PEKOMEHIAIIHUIT JTUCT.

PATTERNS

Dialogue
Read and dramatize the following dialogue:
— Where can | hand in the letter, sir?
— They deal with it on the first floor, madam. Window 3, please.
— Is this the right window for posting registered letter?
— No, madam, you have to apply to the next window.
— What’s the charge for a registered letter?
— It will cost 50 cents.
— When will this letter be received?
— It will be delivered in three days.
— Thank you.

TASK
Make up your own dialogues according to the pattern.

DISCUSSION
1. Why is it extremely important to be able to write good business
letters?
What should you remember writing a business letter in English?
3. What kind of expressions do business correspondents prefer?
4. What are the main points to be remembered when writing a business
letter in English?

n
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STYLES OF LETTERS

Business letters may be written in:

— The first person singular: «I must apologize for the delay in
fulfilling your order of November 20. | shall see that the spare parts are sent
immediately».

— The first person plural: «We must apologize ...»

— The impersonal passive: «The delay in fulfilling your order is
regretted. The spare parts will be sent immediately...»

Note: The first person singular can be used only by a person of authority
as he is reporting his personal actions and opinions and yet they represent
those of the firm and organization.

The impersonal passive is inclined to be cold and distant; the first
person forms are therefore usually to be preferred.

Indopmaniiini rxepesa

1. Ashley, A. Commercial Correspondence. UK: Oxford University
Press, 2009/ A. Ashley — 304 p.
2. Ashley, A. Correspondence Workbook. UK: Oxford University

Press, 2009/ A. Ashley — 112 p.
Unit 6. Reporting. Promising
EXERCISES

Exercise 1. Translate into Ukrainian:
1. It was a great pleasure for us to receive your letter.

2. We would welcome the opportunity to co-operate with you.
3. We would like to receive your catalogues.
4. May I have the pleasure of inviting you to visit our firm?
5. May I take this opportunity to wish you a Happy New Year?
6. We would like to continue this trend with an educational exchange
among educators of our two countries.
7. We are happy to receive your letter.
8. The problem to be solved was of great importance.
9. He supposes us to sent letters by air-mail.
10. The members of the committee are reported to come to an

agreement.
Exercise 2. Put questions to the text and retell it.
THE LAYOUT AND PARTS OF A BUSINESS LETTER
An ordinary business letter comprises the following principal parts:
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The Date

The Inside Address

The Opening Salutation

The Subject Heading

The Opening Paragraph

The Body of the letter

The Closing Paragraph

The Complimentary Closing

The Signature

Enclosures, Postscripts and Copies sent.
THE DATE

In English business letters the date (day, month, year) is typed on the
right-hand side. It is customary to type the date in full, not just in figures,
e.g. 2nd Apr, 1990 which is pronounced «the second of April, nineteen
ninety». The name of the month may be abbreviated: January to Jan,
February to Feb, March to Mar, April to Apr, June to Jun, August to Aug,
September to Sept, October to Oct, November to Nov, December to Dec.
Only May and July are written in full.

In American business letters the date is written in the following way:
Apr 2, 1990 which is read «April second, nineteen ninety».

The name of the month should not be stated in figures, as it may easily
confusing, because in the USA it is the practice to write dates as seen above
in a different order: month, day and year.

e.g. 9.2.90 means on the second of September, 1990.

THE INSIDE ADDRESS

The name and address of the company written to are usually typed on
the left-hand side against the margin, all lines starting at the same margin,
not diagonally.

Firms are addressed as Messrs (the plural of Mr) only when the firm’s
name includes a personal name without any other courtesy title and only
when the firms are partnerships.

e.g. Messrs Brown & Smith,

25 High Holborn,
London, W.C.I.

But:

Sir James Brown & Co.,
14, Manor Gardens
LONGBURY,

Hants’

CoOwo~NDhwN -

[
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The Brown Electrical Co.,
26, Exton Square,
LONDON, W.C.

Messrs is never used when addressing a registered company whether a
public limited company (PLC) or a private limited company (LTD). It is
recommended to address the correspondence directly to the company’s
representative for whom it is intended — the managing director, the sales
manager, the export manager, and so on, in which case company is
specified, but not addressed. The name of the company becomes part of the
address in the same way as the name of the street or town. If we do not
know which of the company’s officers will deal with our letter, we should
address it to ‘The Company Secretary’, since by the Companies Act every
registered company must have one.

e.g. The Secretary

Brown & Co.PLC.

If the letter is addressed to a person whose exact address is unknown, it
may be sent to an organisation (for example the Trade Delegation or a firm),
who can pass the letter on or send it to the person. In these cases the words
«Care ofy (in care of) should be written before the name of the organization
(the Trade Delegation or the firm).

e.g. Mr. F. Popov

C/O The Trade Delegation of the USSR
32, Highgate West Hill,

LONDON, N.6,

England

After the name of the company the number of the house and the name
of the street are given, then the name of the town and of the county. In case
of big towns in Great Britain no name of a county is required, but small
towns usually need an indication of a county in the address, especially as
the names of small towns are often duplicated (for example, in Great
Britain there are two Richmonds — one in Surrey and one in Yorkshire).

In Britain the recommended form of postal address has the Post
Town in capital letters, followed by the country in small letters,
followed by postcode (whose system has now been introduced). The use
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of the code as part of the address (e.g. CRO 5BL for Croydon) speeds
delivery by enabling letters to be sorted mechanically.

When writing letters to other countries, always give the name of the
country, even if the town is the country’s capital. There is, for example, a
London in England and another in Canada, a Boston in England and
another in the USA, a Triply in Libya and another in Lebanon, a Blantyre
in Scotland and another in Malawi.

For the same reason, when writing to firms in the USA you must add
the name of the State after the name of the town: CHICAGO I11 (lllinois),
PENNSYLVANIA, VA (Virginia). The name of the city New York is
usually followed by N.Y. (New York) or N.J. (New Jersey).

THE OPENING SALUTATION

The Salutation varies according to circumstances and should be in
harmony with the Inside Address and the Complimentary Closing. If the
letter is addressed to the company (which is not recommended, but very
often done), the form of addressing is: Dear Sirs,: if the letter is addressed
to an individual, the most usual forms are: Dear Sirs, or Dear Madam, (it
applies to both married and single women). These are the usual greetings in
English business letters. Americans prefer «Gentlemeny, and if they use
«Dear Sirs:», «Dear Madam:», they use them with a colon instead of a
comma.

When the correspondent is unknown to you and may be either a man or
a woman, always use the form «Dear Sir». If the correspondent is known to
you personally, or if your firm has traded with his firm for some time, you
may use a warmer and more friendly greeting «Dear Mr Brown,».

THE SUBJECT HEADING
The Subject Heading indicates the subject-matter of the letter (its topic),
thus enabling the reader to see immediately what the letter is about, and is
placed just after (below) the salutation (since it forms part of the letter) and
in the middle of the page. In front of it the wording «Re-» (short of the
Latin ‘in re’) meaning ‘regarding’ was formerly used. Now it is out of date.
‘Abt’ (short of ‘About’ may be used. Or the Subject Heading is just

underlined, it is sometimes written in capital letters.

The title to a letter, however, is not always required and the date of a
letter referred to in the first line of the answer is often indicative enough of
what the subject is.
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e.g.
Dear Sir,

Abt: Order # 342 Of 3rd Apr, 1999

Dear Madam,

YOUR ENQUIRY of 5th MAY, 1999

Dear Mr Brown,

Abt: the arrival of our inspectors.
THE OPENING PARAGRAPH
The Opening Paragraph will often state the subject-matter of the letter
by giving the date of the letter, which is being answered, and the writer’s
feelings on the subject: pleasure, regret, surprise or gratitude. A short
opening sentence will often attract attention more successfully than a

longer one.

VOCABULARY

1. In reply to your letter of 2nd Mar
this year we would like to inform
you... (=we are writing to inform)
We thank you for your letter dated
3rd Jun and write to tell you... (wish
to inform you...)

2. We are sorry to have to remind
you...

To your regret we shall have to...
We regret to inform you that...

3. We are glad to inform you...

We are happy to tell you...

We are pleased to inform you...

We are surprised to learn that...
Further to our letter of 3rd Jun...
With reference to (=Referring to...)

the enquiry of 4th July, 199...
We refer to your Order # 256 and...

V BigmoBines Ha Bamn guct Big 2
Oepe3Hs BOTO POKY MOBIIOMIIS-
emo Bawm, m10...

Jaxyemo 3a Bamn et Bin 3 dep-
BHA 1 HoBigoMIsieMo Bawm, 1110. ...

Haxxanp, Mum MaeMo Harajatu
Bawm, mo...

Haxaib, My 3MyIIIEHI. . .
Bumymnreni  mosigomutin  Bac,
1Io. ..

3 3a70BOJIEHHSIM IIOBIJOMIISIEMO
Bawm, mro...

Mu Oynu 371MBOBaHI, KOJIU
Ji3HaIUC, 1I0. ..

Ha nmopmaTox m0o Hamoro aucra
Bix 3 UepBHSL...

IMocunarouricer Ha 3anur Big 4
nunus 199.. poky, ...

Mu mocumaemocss Ha Barmre 3a-
MOBJICHHS 32 HOMEpoM 256 Ta...
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We have received your letter dated IlinTBepmkyeMoO OTpHMaHHS

13th Mar... Bamroro nmmcra Big 13 6epe3ns. ..
We thank you for the letter of 13th [Isxyemo Bam 3a Bamr muct Big
Mar... 13 Gepesns ...

THE BODY OF THE LETTER

Its text, its message. A letter should only deal with one specific subject
as several subjects may require attention in different departments and may
complicate the filling system. Business letters should be simple and clear,
polite and sincere, concise and brief. That means using simple, natural,
short words and sentences; admittance of mistakes openly and sincerely;
using concise words and sentences instead of wordy ones; and avoiding
repetition or needless words and information. Express yourself in a friendly
way and with a simple dignity.

To make a letter easier to read and to a certain extent more attractive,
divide it into paragraphs, each paragraph dealing one idea, one aspect of the
subject or giving one detail.

If several paragraphs deal with the same subject-matter (topic or theme),
they should fit together smoothly, i.e. each new paragraph giving a new
aspect of the topic under consideration should follow the previous one
naturally. This is done either by numbering the paragraphs or by using
connective words, such as: however, still, yet, but, nevertheless, otherwise,
on the contrary, again, also, in addition, besides, so, therefore, in this way,
in short, as a result, on the other hand, and some others.

If a letter is lengthy, the paragraphs may be given headings, which may
be typed in ordinary or capital letters, followed by a full-stop, colon or a
dash.

If the headings are typed in ordinary letters, they should be underlined
to distinguish between heading and text.

If more pages than one are written, they should be numbered.

The second and following pages are typed on blank sheets (without the
letterhead). The name or initials of the recipient should be placed at the top
of left-hand margin of all continuation sheets, followed by the date after the
page number.

Apart from those phrases and sentences expressing regret, gratitude and
other feelings, given above and used in «The Opening Paragraph» and the
following may be useful:

1. To express apologies and regrets.  /[us  eubauennss ma eupazy
ACAIO.
We regret being unable to... Hasxanb M1 HE MOXKEMO. ..
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Unfortunately we cannot...

Please accept our apologies for...
We express our apology that...
We offer (make) our apology...

2. To express gratitude.

We would be very much obliged...
I shall be grateful to you...

We shall appreciate it if...

We are indebted to the Chamber of
Commerce and Industry for your
address...

We owe you address to...

3. To express request.
Please let us know...

We would ask (request) you to...
We’d be obliged if...

We’d be glad to have your latest
catalogue...

Kindly inform us of the position of
the order

4. To express confirmation.

We confirm our consent to the
alternations. ..

Please acknowledge receipt of our
invoice.

Hasxans My HE MOXKEMO. ..
Bubaure Hac 3a...

Mu Bubagaemocs. ..

Mu Bubagaemocs. ..

s supasy e0ssuHOCH.
Mu 6ymnu 6 y>xe BISUHI. . .
A Oyny Bam Basiunwmii. . .

Mu Oymemo Bam  BnsuHi,
SKIIIO. . .

Mu 3a0om’s3aHi 3a Bamy
ajpecy  TOPTrOBO-TIPHUMHUCIIOBIMH
TManari. ..

Mu 3000B’s3aHi 3a  Bamry
azpecy...

s supaszy npoxanmsi.

IIpocumo Bac  mosimomwutn
Hac...

Mu 6 nmonpocunu Bac....

Mu 6 Oynu 3000B’s13aHi, SKIIIO. . .
Mu Oynu 6 pajai OTpUMAaTH Ball
OCTaHHIH KaTaJor ...

[Ipocumo Bac indopmyBatu Hac
PO XiJ1 BUKOHAHHSI 3aMOBIICHHS
s supasy niomeepoiceHHs.
[TinTBEepHKYEMO CBOIO 3rojy Ha
IaHl 3MIHH. ..

IIpocumo Bac  migTBepauTH
OTPYMAaHHS HAIOTO PaxyHKY-

dakTypu.

Indopmaniiini rxepena

3. Ashley, A. Commercial Correspondence. UK: Oxford University

Press, 2009/ A. Ashley — 304 p.

4. Ashley, A. Correspondence Workbook. UK: Oxford University

Press, 2009/ A. Ashley — 112 p.

Unit 7. Giving orders. Expressing conditions
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THE CLOSING PARAGRAPH
The closing Paragraph contains a statement of the writer’s intentions, hopes
and expectations about future actions, i.e. it serves as a summary of what has
been discussed before and what is going to be the next step.
USEFUL PHRASES

We look forward to trading with 3 HETEPHiHHAM YEKAEMO

you / to the mutual benefit of our PO3BUTKY TOProBii 3 Bamu /

companies B3aEMOBHUTOIM JIJIs1 000X CTOPiH

We hope that you will act as CnopniBaemocs, o Bu Oynere

requested JISITH 32 HAIIMM TIPOXaHHSIM

We hope to establish fruitful CroiBa€MOCh BCTAHOBUTH

business relations with your KOPHCHI JIIJIOBI BIZIHOCHHH 3

company Bamoro dipmoro

We look forward to hearing from 3 HETEPITiHHAM YeKaeEMO Ha Ballly

you soon BIJIMTOBiIh B HAHOMIKUOMY Maii-
OyTHbOMY

Your prompt (early) reply will be Mu Oynemo BasuHi Bam 3a Bamry

appreciated IIBUJIKY Bi/IITOBi/b

THE COMPLIMENTARY CLOSING
It is a polite way of ending a letter. The expression used must suit the
occasion and match the opening salutation.
The standard form (formal)
Dear Sir(s),
(or Dear Madam),
Your faithfully,
Informal (used between people who know each other and to add a friendly
touch to a business letter)
Dear Mr Brown,
Dear Mrs Brown,
Yours sincerely,
TO EXPRESS A LITTLE WARMER FEELING THAN «YOURS
SINCERELY)»
Dear Mr Popov
(or My Dear Mr Smith,)
Yours very sincerely,
American form:
Gentlemen:
Yours truly,
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(Yours very truly,)
THE SIGNATURE

Business letters are signed by hand in ink, clearly and legibly. The same
style must always be adopted. The writer’s name and title are typed below
the signature.

ENCLOSURES AND POSTSCRIPTS

If there is an enclosure (enclosures) to the letter, it should be clearly
indicated by typing the word «Enclosure» or its abbreviation «Enc».

Postscript should be used as an emergency not as normal conclusion.
Otherwise it is a sign of bad construction of the letter.

EXERCISES
Exercise 1. Write the following dates in English:
3.1.88 22.5.90 1.9.89
1.9.91 5.8.89 12.5.95
Exercise 2. Find the enclosures for the following opening phrases:
Dear Sir, Messrs
Dear Mr Brown Gentlemen

Dear Dr Harris

Exercise 3. Write the address in English:

Masnuecrtep, 15, Bymuus Maprnn Poya, OynuHok 37, @ipma Actieit
Bbpay3epc.
Exercise 4. Discuss the following points before starting writing a business

letter:

1. What is the difference between the English & American ways of
writing the date?

2. What is the difference of writing the inside address in English &
Ukrainian?

3. How do the English & the American write the opening salutation &
the complimentary closing?

4. When is the phrase «for the attention of ...» used?
What is the opening paragraph intended for?
What phrases can be used in the opening paragraph?
What is the main principle of dividing the letter into paragraphs?
What words are used to fit the paragraphs together smoothly?
9. What should you remember about enclosures and why?
SPECIMEN LETTERS (Types of letters)
According to the purpose of the letter there may be quite a number of
different kinds.

NGO
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1. Bread-and-Butter Letters

— Whenever you have spent a day or two as a guest in someone’s
house, you must write a letter of thanks to your hostess within a few days
after the visit.

— It’s good manners to write thank you for any presents or expressions
of good will.

2. Letters of Reference

— If you are asked to give a former employee a reference, you may
write a letter without salutation and complimentary close. Such letters
should contain main facts about the person you write about and should
sound enthusiastic. Don’t leave out any important qualities and remember
that omission implies demerit in each trait of character not mentioned.

3. Letters of Recommendation

— Letters of recommendation serve to draw the employer’s attention to
the candidate’s suitability for the vacancy.

4. Letters of Invitation

— Invitations to important entertainment are nearly always specially
engraved, so that nothing is written except the name of the person invited.

5. Letters of Formal Acceptance or Regret

— Formal acceptance or regrets are always written.

— Answers to informal invitations are telephoned more often than not.

— In accepting an invitation the day and hour must be repeated. But in
declining an invitation it is not necessary to repeat the hour.

Module 4. Correspondence
Unit 8. Making requests. Expressing necessity

PERSONAL BUSINESS LETTERS

Business letters are written not only by the business employees. They
are also written by others to conduct personal business.

Normally, if you know the person that you are writing to and have met
him/her socially; you will want to make your letter less formal and more
friendly.

Here are some specimen of business letters:

PATTERNS
a) Request Letters
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The Brush Group Plc
Duke’s Court

Duke Street

St. James’s
LONDON S.W.I.
England

Dear Sir,

We are interested in the equipment produced by your company and
advertised in the latest issue of «Industry».

Please send us your latest catalogues and price lists of this equipment.
We would be much obliged if we could have them by return.

We are looking forward to hearing from you soon.

Yours faithfully,

for V/O Prommashexport

(N.Petrov)
Director

b) Information Letters (notifications, letters of advice, etc.)
Notification letter
2nd Jun, 1990
CONTRACT #57/187

Dear Sir,

We would like to notify you that our inspector Mr Pavlov will arrive in
London on 17th June this Year, Aeroflot flight # 367.

We look forward to having the results of his inspection as soon as
possible.

Yours faithfully,
V/O PROMMASHEXPORT

Letter of Advice = Advice Note

16th July, 1990
Dear Sir,
Your order # 1355
We are writing you to inform you that we have shipped the first
grinding machine against the above Order by Vinnitsa this morning.
Acknowledgement of receipt in good order and condition will be
appreciated.
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Yours faithfully,
Information Letter

13th Aug, 1990

Dear Mr Brown,

I would like to tell you that a delegation from our company of three
people will arrive in London in the second half of this month.

I would be grateful if you could arrange their visit to some of your
factories to see the equipment we spoke about in operation.

I thank in advance for your help and cooperation.

Yours sincerely,

c) Invitation Letters

There are several ways of extending an invitation to a social gathering:

1. The formal way, by means of a written invitation in the third person,
often on printed cards in whose blank spaces the name and the details of the
gathering are inserted.

2. Less formal way, by an ordinary friendly letter.

3. The least formal way when an invitation is given in conversation or
over the telephone.

The invitation should be sent about two or three weeks before the event.

The form of the reply is determined by the form of the invitation. RSVP
(Respondez s’il vous plait = Please send your reply) is usually written on
the right-hand side. But even if it is not written, courtesy dictates that a
reply should be sent.

The Invitation Card (the formal way)

The Chairman and Directors
of THE BRUSH GROUP PLC
request the pleasure of your company at a reception to be held at the
Reception Hall, ............... at 7 p.m. on Friday, 24th April, 1990.
Evening Dress RSVP
to the Secretary

Acceptance of the Invitation
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The answers to formal invitations are written in the third person, without
the opening salutation, the complimentary closing or signature:

Mr Ivan Pavlov thanks the Chairman and Directors of the Brush Group
Plc for their kind invitation to a Reception to be held at the Reception Hall,
....... at 7 p.m. on Friday, 24th April, 1990, which he has much pleasure in
accepting.

Refusing the Invitation

Mr Ivan Pavlov thanks the Chairman and Directors of the Brush Group
Plc for their kind invitation to a Reception to be held at the Reception Hall,
....... at 7 p.m. on Friday, 24th April, 1990, but regrets that he is unable to
accept owing to a previous engagement on that evening.

An Invitation Letter (less formal)

7th Aug, 1990
Dear Mr I. Pavlov,
It would give us great pleasure if you and your wife could join us for
dinner on Saturday, the 23rd August, at seven o’clock.
Yours sincerely,
Anthony Brown

Accepting the Invitation

10th Aug, 1990

Dear Mr Anthony Brown,

Thank you very much for your invitation to dinner on Saturday, the
23rd August. Both my wife and | will be delighted to come (or We are
pleased to accept).

Yours sincerely,

I. Pavlov

Refusing the Invitation

10th Aug, 1990
Dear Mr Anthony Brown,

61



Thank you very much for your invitation to dinner on Saturday, the
23rd August, but 1 very much regret that we are unable to accept your

invitation owing to a previous engagement.

Yours sincerely,
I. Pavlov

USEFUL PHRASES

We are delighted to accept...
We look forward to joining you...

We are sincerely happy to join
you...
We are pleased to accept...

Unfortunately it will be impossible
for us to...

I am sincerely sorry that we cannot
join you for...

We regret we cannot accept...
Very regretfully we find that we
cannot...

Please accept my sincere regrets at
not being able to join you for...

d) Congratulation Letters

Mu 3
MPpUUMAEMO. ..
Mu 3 HeTepIiHHAM YeKaeEMO Ha
3ycTpiu 3 Bamu...

Mu mmpo pazi 3yctpidi 3 Bammu. ..

3aJOBOJICHHAM

Mu 3 3a10BOJIEHHSIM

MIPUIAMAEMO. ..

Ha s>xanp, HeMoxiBO Oyne,

mo0. ..

Mu [iiiCHO KaJNKy€EMO, 1110 HE MO-
JKEMO IpuegHaTUCs 10 Bac,

100. ..

Ha xanb, Mu HE MOXKEMO
MPUAHSATH. ..

Ha Benukuii xaib, MU Ji3HAIKCS,
10 HE MOXEMO. ..

[IpocumMo mpuAHATH TIOBiOMIICH-
Hs, 11O ST Ty’Ke JKaJKYFO PO
HEMOJKJIMBICTh 3YCTPITHCS 3
Bawmu...

If you want your letter of congratulation to be success, you should write
it as soon as you hear the good news. There are a lot of reasons for writing
congratulation letters: business promotion, an important company
anniversary, business policy changes, achievements in advertising,
servicing or creating new products, etc.

There is no hard-and-fast rule about acknowledging letters of
congratulations, but if you do that, you will show your good upbringing. In
writing this kind of letter, you should always mention the occasion that
prompts it.
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Note: Only the man receives «congratulations» on his engagement. The

woman receives «best wishesy.
21st Jun, 1990

Dear Mr N. Brown,

I have just read of your promotion to sales manager. Let me offer my
warmest congratulations.

I don’t have to tell you that all of us here wish you the best of luck in
your new position.

We are sure we will be reading more good news about you in the trade
papers in the future.

Yours sincerely,

F. Popov

25th Nov, 1990
Dear Mr. Sedov,
Thank you very much for the lovely note of congratulations on my
promotion. It was good of you to send it.
I sincerely appreciate all the good wishes of your colleagues.
Yours sincerely,

N. Brown
USEFUL PHRASES

We congratulate you on... Biraemo Bac 3...
Congratulations on... Hamri BitanHs 3...
Warm (sincere) congratulations, = Hamri ~ mupi  BitaHHs  3...,
good luck and best wishes... nmo0OakaHHS YCITiXiB 1 MACTS. ..
Please accept our heartiest ITpocumo Bac npuiiHsTH Hati
congratulations on... BITaHHS BiJ IUPOTO CEPIIA 3...

Permit me to congratulate you J[lo3BosbTe MeHi mpuBiTaTi Bac 3...
on..

I was delighted to learn... 51 i3 3a]J0BOJICHHSIM JIOBiIaBCHL. ..
It was with great pleasure that we 3 BenwKuiM 3a70BOJIEHHSIM MK
learned of your appointment... JTOB11amuch, 1o Bac npusHaumimy...

(mpo Baiue npusHayeHHsl. . .)
May we congratulate you on your Jlo3BosbTe TpuBiTaTé Bac i3

promotion... CITy>KOOBUM MiJBUILECHHSM ...

We were delighted to read inthe ~ Mu i3 3a/10BOJICHHSIM [IPOYHTAIH B
trade journal that you had been TOPrOBENLHOMY XKypHAaI, o Bu
promoted and... OTpUMAJIH CITY>KOOBE IMiABUIIICHHS

I...
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We want to send you our sincere
good wishes and...

Your note of congratulation is
deeply appreciated.

Your message of good wishes
gave me a great deal of pleasure.

It was good (fine, nice, kind,
wonderful, thoughtful) of you to
write to me as you did.

e) Letters of Gratitude

Mu xouemMo Hajxiciaty Bam Hamni
Upi MoOaKaHH HAMKPAIIIOTO ...
IIupo naxyemo 3a Bam imuct-
MPUBITaHHS.

51 oTpuMaB BenwKe 33I0BOJICHHS
Bix Bamroro nucra 3 HaKpamuMu
nmo0akaHHSIMHU.

3 Bamoro 60ky 0ymo myxe

00’ 1300 (TIepen0adIuBO)
HAIMCcaT MEHi.

A letter of thanks for hospitality should be written within two or three
days of your return home, when it is still fresh in your mind.

Dear Mr Brown,

22nd May, 1990

Back now home | would like to thank you most warmly for your

hospitality extended to me.

| very much appreciated your kindness in showing me round your works.
I had a most pleasant and interesting trip and hope to be of similar

assistance to you if you come to Kyiv. | thank you very much again.
We look forward to further cooperation.

Yours sincerely,

Useful Phrases

To afford (render) hospitality
(assistance)

We thank you for the samples of
your products.

Thank you ever so much (most
sincerely, very much indeed)...

I am most grateful to you for...

| regret very much that | did not
have a chance to thank you
personally for...

This is to thank you again for your
wonderful hospitality and to tell
you how much I enjoyed...

[TposBIIATH TOCTHHHICTD,
HaJ/IaBaTH JJOTIOMOTY

3 MOJSKOI0 MiATBEPIKYEMO OTPH-
MaHHS 3pa3KiB Bammx Bupo0OiB
Benwuka nojsika (Haimupime
IsiKyto Bam). ..

Hsaxyro Bawm 3a...

S nyxe mikonyro, 110 HE MaB
MOYITUBOCTI OCOOUCTO TIOASIKYBAaTH
Bawm 3a...

[Tymry, o6 111e pas noasKyBaTH
Bawm 3a 9y10By TOCTHHHICTB 1
CKa3aTu, SIKE BEJIMKE 3310BOJICHHS
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Thank you for one of the most
enjoyable visits we have had to
your country...

Thank you for doing so much to
make our trip to London interesting
and fruitful.

Thank you for contributing so
much to make our stay in your
country pleasant and resultful.

| am very grateful to you for your
generous hospitality.

I hope some day you will find
yourself in our country so that we
can reciprocate your kindness.

f) Letters of Apology

sL OTPHIMAB. . .
Jsxyro Bam 3a oguH 3 HaltIyI0Bi-
MX Bi3WTIB 0 Barmoi kpainu...

Hskyro Bawm 3a e, mo Bu
3poOWIIH HAITy TTOOPOXK JI0
JlonoHa TaKoIO IIKaBOIO Ta
KOPHCHOIO

[saxyemo Bawm 3a Bce Te, 10 Bu
3po0uH, o0 Haie nepedyBaHHs
B Bamiii kpaini Oyso Takum
MPUEMHHM 1 PE3yJIbTaTHBHUM.

S nyxe Basunuii Bam 3a Bamry
LIUPY TOCTUHHICTB.

CrioniBaroch, 0 Konu-He0y s Bu
Oyzere B HaIIii KpaiHi, i 1 3MOXKY
Bigmuiatuty Bam 3a Bamny
HIUPICTh (10OPOTY).

There are occasions when you should apologize for a mistake, error or
oversight. Do it promptly with an explanation but without any lame excuses.
Express your regrets and assurances that it will not happen again.

Dear Sir,

2nd July, 1990

ORDER # 389
We write to inform you about a delay in shipment of any goods from the
London port because of strike of transport workers. Your goods are actually

in London, and we are trying to get them to the Docks so that they can be

loaded on the next vessel sailing on the 7th July.
We apologize for this unfortunate delay and are doing our best to get

your order away.
Yours faithfully,

Dear Sir,

31st May, 1990

65



Thank you for your cable of 28th May this year, reminding us about our
promise to send you some technical information about our new model.
Please accept our apologies for the delay, but we could not do anything
earlier because of pressure of work at this time of the year.
We are sending you now the technical information required and hope
that we shall establish good trade relations with you.
Yours faithfully,
Useful Phrases
We are extremely (very) sorry that... Mu ayxe MIKOIy€EMO, IIIO. ..
| hope you will accept my sincere I  cmomiBatoch, 1m0  Bwu

apologies. .. npuiimere MOE€ mpe
BHOAYCHHS. . .

We certainly owe you an apology Mu HEOIMIHHO MOBHHHI

for... BUOAaYNTUCH nepes Bamu. ..

I wish to apologize for... Sl xoay BuOaunTHCH 34...

g) Covering Letters

They are written when sending contracts, specifications, catalogues,
samples of goods or information material.

3rd Jun, 1990

Dear Sir,

At your request we are sending you, under separate cover, our latest
illustrated catalogue and some other technical data about our new model of
Harvester H-130.

We hope that you will find our machine useful and reliable and place an
order with us.

Yours faithfully,

23rd Nov, 1990

Dear Sir,

CONTRACT # 60-0711

In reply to your telex dated 19th Nov this year we are sending you with
this letter two original copies of above Contract for signature.

Please send us one copy duly signed by return.

Enc: 2 copies of the Contract (14 pages).

Yours faithfully,

Useful Phrases
We are sending you in today’s Hancunaemo (BuCHITaEMo,
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mail...

We are glad to send you by
parcel post...

We are pleased to send you
separately...

Further to our
sending you...

letter we are

We are glad to send you a list of
Ukrainian organizations dealing
in... as requested.

At your request we are pleased
to send you...

HanpasisieMo) BaM 13 chorogHinHbo0
THOIITOIO. ...

3 3a0BOJICHHSIM HAJICWIIAEMO (BUCH-
naeMo, HampasisieMo) Bam momto-
BOIO OCHJIKOIO. ...

Mu pani HamiciaaTh (HalpaBHTH, IIe-
penati) Bam okpeMUM MakeToM. ..
SIK IOTMOBHEHHS [0 HAIIOTO JIHCTa
HAJICWJIA€MO (BUCHIIAEMO, HATIPaBIIs-
emo) Bawm...

3 3a0BOJICHHSIM HAJICWIIAEMO (BHCH-
JaEMO, HampasisieMo) Bam mepemik
YKpaiHCHKUX OpraHi3aiii, Iio Topry-

IOTh... BIANOBIAHO 10  Barmoro
TPOXaHHS.

v BIZAITOBIAHOCTI 3 Bammm
MPOXaHHSIM 3 3aI0BOJIEHHSAM

Hajacuiaemo Bawm...
h) Letters of Confirmation

There are two cases:

When you need to acknowledge receipt of a document (a letter, a telex,
an offer or a contract, etc.), you just write: «We have received your letter of
the 2nd of July...»

When you need to confirm the previous agreement (arrangement) made
on the telephone, by telegram, by telex or by word of mouth, concerning
the price, the terms of payment or delivery, the date of the talks, etc., then
you write: «We are writing to confirm our today’s telephone conversation
about price...»

20th July, 1990
Dear Sir,
We thank you for your telex informing us that you have signed Contract
# 60-775 and are sending one copy back to us by today’s post.
We are pleased that we have established business relations with you and
assure you that you will have our full co-operation.
Yours faithfully,
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21st Jan, 1990

Dear Sir,

We confirm our agreement reached by telephone today about the
change in the terms of payment, which will be made by a Letter of Credit to
be valid for 45 days. The Letter of Credit will be irrevocable and confirmed.

We hope that our co-operation will be the mutual benefit of the
companies.

Yours faithfully,

USEFUL PHRASES

We thank you for your telex 3 MOASKOO MiATBEPKYEMO OTPH-

informing us that. .. MaHH# Baroro tenekcy 3
MOBIIOMJIEHHSM, II10. ..

We have received your Order # [TixTBepIKYEMO OTPUMAHHS

3267 and started to... Bammoro 3amoBnenns Ne 3267 i
MOBIIOMIJISIEMO, 1110 IIOYaJIH. ..

In confirmation of our telephone Ha migrBepmkeHHst Hanrol

conversation this morning we... Tese()OHHOT PO3MOBHU CHOTO/IHI
3paHKy MH...

i) Enquiry Letters

An enquiry usually states the name of the goods and terms and

conditions on which the Buyer would like to have the goods, such as:

the quantity and quality of the goods, the model (trade mark), the price,

terms of delivery and terms of payment.

27th May, 1990

Dear Sir, We are interested in the new model of harvester advertised by
you in the current number of the Industry and we are considering ordering 3
machines on trial. We need harvesters in a month’s time. The advertisement,
however, does not give sufficient information about the delivery time and
otherwise.

Therefore we should appreciate further details as soon as possible.

We hope to establish business relations with your company and are
looking forward to hearing from you soon.

Yours faithfully,
USEFUL PHRASES
We are interested in... and would Mu 3a1iikaBieHi B.... 1 IpocHId O
ask you to send us your offer Bac  Bucimatm  wHam  Bammi
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(tender, quotation) for these goods
(for this machine, for this
equipment).

We require. ..

We are regular buyers of...

We are in the market for...

Please send us samples of your
goods stating your lowest prices
and best terms of payment

Please let us know if you can send
us your quotation for.... (if you can
offer us...)

Please inform us by return at what
price, on what terms and when you
could deliver...

We are interested in... advertised
by you in...

We have seen your machine,
Model 5 at the exhibition and...
We have read your advertisement
m...

We have received your address
from...

We have learnt from.... that you
are exporters of...

mpono3ulii (3asiBKy, KOTHPOBKY)
Ha IIei ToBap (Ha IO MalliHy, Ha
e 00JIaJTHAHHS).

Hawm nmotpibno (moTpibHi). ..

Mu nocTiliHi MOKYTIIi. . ..

Mu x0ueMo KyNUTH. ...

[Ipocumo Bac Haniciatu Ham
3pa3ku Bamoro ToBapy, BKazaTh
HaWHWKYl [IHA 1 3pydYHI YMOBH
orJiaTu

IIpocumo Bac mnosimomuTH, YU

3Moxkere Bu  3ampomnonyBatu
HaM...
IIpocumo Bac MOBIIOMUTH

3BOPOTHOIO TIOMITOI, 33 SIKOIO
[IHOIO, Ha SIKUX YMOBAaxX 1 B SKHH
TepMiH Bu Morim 6 mocTaBuTH. ..
Mu 3allikaBieHi B... PO3PEKIaMo-
BaHil Bamu...

Mu Oaumnm Bamy wmammny
MoJIeJli 5 Ha BUCTABIII Ta...

Mu npouutanu Bame peknamne
OTOIIOIIEHHS B. ..

Mu orpumaniu Bamy anpecy
Bi...

Mu gi3HaguMch Bif..., 1m0 Bu €
EKIIOPTEPAMH. . .

J) Letters-Offers (Replies to Enquiries)

It is impolite to leave the letter (or the telex) unanswered even if at the
moment you are not ready to give a definite reply. You should send an
intermediate answer (letter, telex), thanking for the letter (telex) received
and stating that as soon as the matter is cleared, a detailed reply will be sent.

A reply to an enquiry (if the Seller cannot send an offer immediately)
states reasons why the Seller cannot send an offer at once and what is being
done meanwhile. It also states alterations as to the quantity of the goods,
their model (trade mark), delivery dates, etc., if any.
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If the Seller can meet the requirements of the Buyer, he sends an offer
stating the name of the goods offered their quantity and quality, the price,
the delivery time or date, the terms of payment, the marking and packing
instructions and other conditions.

5th Jun, 1990

Dear Sir,

Abt: Your Enquiry of the 27th May

We thank you for your enquiry for our new model of Harvester and
enclose with this letter our latest leaflet for details.

But unfortunately, the delivery date you asked for is rather short, and
we hope you can extend it, say by another month. In that case we are ready
to make you an offer.

Your early reply on the matter will be appreciated.

Yours faithfully,

Enc: 1 leaflet

8th July, 1990

Mr. Brown,

African Food Co.Ltd,

Ghana

Dear Sir,

Enquiry for Wheat

We have just received your Enquiry of 3rd July this year for which we
thank you and offer now for 5,000 tons of Wheat, Sample 425. We could
offer you 5,000 tons of Wheat whose quality corresponds to that of Sample
# 350.

Our prices and terms of delivery as well as terms of payment are given
in a booklet enclosed with the letter.

We hope that our terms will meet your requirements, and if Sample #
350 is of interest for you, we ask you to send us your formal order
immediately.

Yours faithfully,

Enc: 2 pages
USEFUL PHRASES
In reply to your enquiry of... V Bianosins Ha Bam 3anwur Biz...
In reply to your enquiry for ... VY BiamoBigs Ha Bamr samur Ha
offering you... (11o10). .. mpomonyemo Baw. ..

In reply to your enquiry and in VY BiamoBigs Ha Bam 3amwur i min-
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confirmation of our today’s
telephone conversation we are
pleased to offer you...

We have received your enquiry and
are happy to inform you that we
can make you an offer for...

We thank you for your enquiry and
are pleased to inform you that we
could supply you with ...

Referring to your enquiry we
would like to tell you that we could
deliver...

We are carefully studying your
enquiry and hope to send you our
quotation very soon.

We have forwarded your enquiry to
the manufacturers and will contact
you as soon as we have their reply.

We thank you for your enquiry
of..., but regret to inform you that
we cannot offer you the goods
required.

Our factory is fully engaged with
orders now, and we cannot send
you a quotation, but we may revert
to the matter late next month.

k) Letters-Orders (replies to offers)

Dear Sir,

We thank you for your letter of 5th Jun. enclosing your latest leaflet of

the new model of Harvester.

TBEP/DKYIOUM Hamy TeJeoHHY

pO3MOBY, sKa BiZIOyIach
CbOTOJHI, MH 13 3aJ0BOJIEHHSIM
IIPONOHYEMO Bam. ..

[lixTBepmKyrOUn OTPUMAaHHS

Barmoro 3amuty, i3 3a/10BOJIEHHSIM
MOBIAOMIISIEMO, IO MU MOXEMO
3anponoHyBatu Bawm...

I3 Bas4HICTIO MATBEPIKYEMO, IO
orpuManu Bamr 3anurt i 3 3a70B0-
JICHHSM TIOBIIOMIISIEMO, IIO MU
Moriii 0 mocraBuTH BaM. ..
ITocunarouucek Ha Barn 3anur, Mmu
XoTinu O mosigomutu Bac, mo
MOTJIH O OCTaBHTH. ..

Mu 3apa3 yBaxHO BUB4aeMO Bam
3anmuT 1 CHOMIBAEMOCH Y
HaWOMOKUMA Yac Hagiciath Bam
CBOI ITPOTIO3MIIi.

Mu nepenanu Bau 3anur 3aBony-
BUPOOHUKY 1, SK  TUIBKH
OTPUMAEMO BIJITOBIAb,
3B’ spKeMocs 3 Bamu

Hsxyemo 3a Bam 3amut Bif...,
ajie, Ha ’Kajb, MOBIIOMIIIEMO, 110
MU HE MOXXEMO 3alpOINOHYBaTH
Bawm nmotpi6GHwMIt ToBap.

Harr 3aBoj; MOBHICTIO 3arpyKeHHUit

3aMOBIICHHSIMH 3apa3, 1 MH He
MaEMO  MOXJIMBOCTI  HajiciaTv
TIPOIIO3HIIIT, aie MOYKEMO

TIOBEPHYTUCS 10 LIbOTO MHUTAHHS B
KiHL HACTYITHOTO MICSIISL.

9th Jun, 1990



We have decided to place a trial order with you for 3 Harvesters.

As to the delivery date we agree that they should be shipped 2 months
after your confirmation of the order.

Dispatch and marking instructions will be given by our forwarding
agents in London, who will tell you of their charges. Your invoice should
include CIF Vinnitsa, and the amount of our credit is sufficient to cover this
and your bank commission.

Please tell us by telex when the machines have been dispatched.

Yours faithfully,

13th July, 1990

Dear Sir,

In reply to your letter dated 8th July we would like to tell you that your
terms of delivery and payment are quite acceptable to us, we find your
price a bit too high, though.

We hope, however, that you will grant us a discount when we become
your regular buyers.

So we are pleased to establish business relations and are placing an
order for 5,000 tons of Wheat, Sample # 350 with you.

Please telex the date of shipment.

We are looking forward to your prompt confirmation of the order.

Yours faithfully,

Kyiv, 21st Febr, 1990

The Secretary,

Brown & Co. Plc,

London, England

Dear Sir,

We thank you for your Offer of 15th Febr for the delivery of cable.

Unfortunately we have to tell you that we find your prices much higher
than those of other forms who have made us similar offers.

We could make use of your Offer and place our order with you if you
reconsider your prices and reduce them at least by 10 per cent.

As to other terms and conditions, they are quite acceptable to us.

We are looking forward to your favourable reply.

Yours faithfully,

V/O Raznoimport

I) Letters Acknowledging Orders
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14th Jun, 1990

Dear Sir,

Your Order for Harvesters

We are very happy to have your trial order for 3 Harvesters to be
delivered in the second half of August. It is a pleasure to have the
opportunity of supplying you and we are sure you will be satisfied both
with the quality of our machines and our service.

Your choice of method of payment is quite acceptable to us, and we
note that this will be by Irrevocable Letter of Credit, valid till 15th
September.

We assure you that this trial order and all further orders shall be
carefully fulfilled.

Yours faithfully,

18th July, 1990
Dear Sir,
Your Order for Wheat

We thank you for your Order of 13th July and confirm delivery of 5,000
tons of Wheat, Sample # 350 in August.

We would like to let you know that if you increase your order to 10,000
tons of Wheat, we can grant you an 8 per cent discount.

We hope that we shall be doing business to the mutual benefit of both
countries.

Yours faithfully,

m) A Letter of Guarantee

This is to certify the first class quality of the materials used for the
manufacture of the machines and their high quality and reliable operation
for the period of 18 months from the date of delivery or 12 months after
putting them into operation, whichever comes earlier.

Should the machines within the guarantee period prove defective or not
conform to the terms and conditions of the present Contract, the Sellers
shall eliminate the defects or replace the defective parts in the shortest
possible time and at their own expense or the Sellers are to compensate the
Buyers expenditure for their repairing.

n) Letters of Complaints & Claims
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Complaints and claims usually arise from the delivery of wrong goods,
damaged goods or not enough goods; there is also the matter of the goods
not being of the kind expected, i.e. not being according to the sample or
description. Delay in delivery is another cause for complaints.

Replies to letters of complaints should open with an apology, or at
least an expression of regret, when an apology is inappropriate. Then
the circumstances, which causes the trouble, should be explained. It
will then be advisable to express the hope that the party making the
complaint has not been unduly inconvenienced.

Finally the writer should state that every effort will be made to prevent
the recurrence of this kind of trouble and express hope that the good
relations between the two parties will continue.

Any complaint should be dealt with promptly, otherwise delay will
cause more trouble. If an investigation is required which is likely to take
some time, the complaint should be acknowledged, with an explanation that
is being attended to and promise of a full reply as soon as everything is
cleared up.

SPECIMEN LETTER

13th July, 1990
Mr. Simpson,
Simpson & Co PLC,
SHEFFIELD,
England

Dear Sir,

EQUIPMENT UNDER CONTRACT # 184/115

We are sorry to have to inform you that in the consignment of
equipment we have received against the above Contract there are several
broken cases and some machines are damaged.

We are sending you the report signed by our inspectors from which you
will see the extent of the damage.

Also, we would like to draw your attention to a fortnight’s delay in
shipping the machines. This is an infringement of Clause 4 of the Contract
which, you may well see, also stipulates payment by the Supplier of
damages in case of delay in delivery.

So we ask you to transfer to our account the sum of the penalty and to
strictly observe the terms of the Contract in future.
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We hope to hear from you soon.
Yours faithfully,
V/O Techmashimport

0) Letters of Recommendation
Student Name Vitaly V. Vasilenko
Recommendation Form

To be completed by an instructor familiar with the student’s work in his
or her field of specification.

In the recommendation, please provide a candid evaluation of the
applicant’s part academic performance and your assessment of his or her
ability to participate on an educational exchange program in the United
States. Your statement will be given considerable importance by American
universities and colleges reviewing this student’s application, and therefore
should be as completed and detailed as possible. Your comments can be
continued on the reverse side if more space is needed. This
recommendation should be typewritten and in English, if possible. If not in
English, an accurate translation must be attached. All recommendations
must be certified with the official seal of the instructor’s institution.

Dear Sirs,

It is a pleasure to write this letter of recommendation to support the
candidacy of Vitaly V. Vasilenko for 1996-97 USIA-ACTR/ /ACCELS
FSA Undergraduate Program. | can evaluate his progress in English, as
well as in Economics because for the past two years | have been his English
teacher and have worked closely with him.

As a student in Finance, Vitaly Vasilenko has distinguished himself by
his deep interest in the subjects studied at the University and in the modern
tendencies in current economy of the country, its financial situation and
ways of positive development. He needs more knowledge of laws and
economic tendencies in developed countries.

Last year Vitaly in his paper «Banking in Ukraine», investigated the
problem of Ukrainian banking and told his report on the topic at the annual
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students’ scientific conference. His views and ideas were independent and
rather interesting.

At all classes Vitaly always shows good knowledge of the subject and his
readiness for disputing and exchanging opinions on general and specific
economic problems. He has a good command of both spoken and written
English. Being an industrious and diligent student he also demonstrates creative
and untraditional approach in his studies and research.

Out of studies Vitaly is an active, initiative man, patient and amiable with
his class-mates. | can recommend him as a highly responsible and reliable
student. | believe that Vitaly V. Vasilenko will be able to participate
successfully in an educational exchange program in the United States. | support
with enthusiasm his application for that possibility.

Name of Recommender Natalya Shamkhalova
Title Senior Teacher of English,

Foreign Languages Chair
Place of Employment Kyiv State Economic University
Address 499 Dehtyarivska Str., Kyiv, Ukraine
Telephone 380-44-441-7637
Signature Date 5 January 1996

Indopmauiiini gxepena

5. Ashley, A. Commercial Correspondence. UK: Oxford University
Press, 2009/ A. Ashley — 304 p.
6. Ashley, A. Correspondence Workbook. UK: Oxford University
Press, 2009/ A. Ashley — 112 p.

Unit 9. Talking about the future
p) MEMOS

A memo (short form for memorandum) is drafted for internal purpose
and meets the need for fast internal communication within the firm. The
main difference from a conversation or a phone call is that the reader will
be given time to think over his reactions and will keep this document in his
files for future reference. The fact that there is no coming back on what has
been written and that other people may happen to read your memo should
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have a definite influence on the way you express things and make
recommendations.

Memos are often used to inform someone of the state of things at a
particular moment, and alternative courses of actions may then be
recommended. Memos can be addressed to a superior, a subordinate or a
group of people (e.g. Memo to All Personnel in the Testing Dept). Although
the style may vary according to the addressee(s), there are however basic
rules one should observe when drafting a memo.

SPECIMEN MEMO

To: Messrs. A. Clifford, B. Thompson, M. Muliner
From: S. Pavlenko
Date: April 21, 1996

Subject: On outgoing premium circuit use

Dear Sirs,

In accordance with the decision made at the meeting that took place
on March 2, 1996, Network strategy & planning department carries out
the study of traffic capacity from premium subscribers and its relation
with traffic on regular circuit groups.

However, taking into consideration the fact that we began to receive the
above mentioned information from Billing department only from this
February, at the moment the objective assessment of the situation is
impossible.

We shall inform you additionally on the measures being taken on
premium circuit use after March and April data summarizing and analysis.

Sincerely,

Sergei Pavlenko

Acting Director

Network Strategy & Planning

q) RESUMES
77



When Writing a Resume. ..

Put most important facts first
Make it neat

Make it easy to read

Keep it brief

Type or print it

Use only job-related information.
SPECIMEN RESUMES

Jennifer Maxwell Strauss

Present Address Permanent
P.O. Box 23383, Address
Emory University 274 Alpha Road
Atlanta, GA 30322 West  Chester,
(404) 555-8550 PA 19150
(215) 555-5939
Objective  An internship in advertising
Education  Emory University, School of Business Administration
Atlanta, GA
Candidate for BBA degree, May 1993
Major: Marketing
Activities Panhellenic Representative, 1990-1991
Delta Phi Epsilon Sorority
Participated in weekly meetings that were held to allocate
funds to sponsor various all-university events. Liaison
between the Delta Phi Epsilon
Sorority and the Panhellenic Board.
Experience  Administrative Assistant

December 1990-January 1991

Summer 1991

The Craft Fashion Institute, Philadelphia, PA
Coordinated information to produce course syllabi.
Proofread and oversaw printing of course catalog system
in the library. Organized and maintained the director of
education’s office.
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Sales Clerk

Summer 1990

Kamikaze Kids, Philadelphia, PA

Promoted unique, upscale children’s clothing.
Responsibilities included opening and closing the store
and making cash deposits. Cash register experience.

Public Relations Intern
March 1989-June 1989
Elkman Advertising, Philadelphia, PA
Worked closely with the account executive for the
McDonald’s Corporation. Responsibilities included
following-up press releases and television spots, calling
various media offices, and arranging interviews with local
celebrities to promote McDonald’s various public
relations interests.

Additional  Working knowledge of BASIC computer language.

Data Extensive travel in the United States, Europe, and Mexico.

Hobbies include theatre, reading, and music.
References  Available upon request.

Susan Feagin

1355 Edna Street, Napa, CA 94558
Home phone: (415) 555-5760
Office: (415) 5555-5745

Sales, Leading to Sales Supervision

Personal selling  Display Correspondence
Customer arranging Files and
relations Fluent in records
Stock handling  Spanish Shorthand, 90
Complaint Word wpm
handling processing Typing, 55 wpm
Office
procedures

Salesperson, Fabric Imports, Napa, California
Responsible for sales and customer relations.
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Achievements include being top salesperson for last
three years and adding ten new accounts.

Secretary to Dean of Instruction, Richland College,
Dallas, Texas.

Responsibilities including full secretarial service,
handling student complaints, handling all confidential
faculty records, composing letters and memos on
word processor, and taking dictation.

Fountain Clerk (part-time), Jack-in-the-Box,

Dallas, Texas

Associate of Arts Degree, 1984, Richland College,
Dallas, Texas. Major in business with emphasis in
sales and secretarial science

High School Diploma, 1982, Willard High School
Dallas, Texas

Student Government Representative

Young Salespeople of America

Available upon request

Indopmaniiini mxepesa

7. Ashley, A. Commercial Correspondence. UK: Oxford University
Press, 2009/ A. Ashley — 304 p.
8. Ashley, A. Correspondence Workbook. UK: Oxford University

Press, 2009/ A. Ashley — 112 p.
Unit 10. Revision

TELEXES, TELEGRAMS, TELEFAXES
TELEXES
Telegrams sent with the help of teleprinters (teletypes) are called telexes.
Telexes are mostly used for information which is in urgent for you to
have or to pass. The Telex networrk is world-wide and links over 400,000
subscribers in over fifty different countries. How wide is the Telex network
nowadays can be seen just from one example: only one Japanese company
«Mitsubishi Serji» has got 125 teleprinters all over the world and 60
teleprinters in Japan itself. They are all linked with the Central Computer
Exchange of the company in Tokyo by communication lines of 450
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thousand km long, which is 11 times longer than the circumference of the
Earth.

All telex numbers are published in the Telex Directory. Company telex
number(s) is (are) given in printed company-forms (company letter-paper)
in the letterhead or at the bottom of the page: e.g. TLX # 783290, Telex
86286 Allman G, Telex: 667844 Simcar G.

The telex system provides a 24-hour service, and messages may be sent
to a subscriber even when his teleprinter is unattended, if it has not been
switched off. So it is possible to send messages at night ready to be dealt
with first thing next morning. All calls are charged on a time-and-distance
basis.

In addition to standard telex equipment for the messages as they are
typed, there is a special equipment for the transmission of messages
automatically at high speed. This equipment may be fitted to the teleprinter
and transmit messages on perforated tape at a continuous speed of 400
characters (or 66 words) a minute.

The advantages of automatic transmission are obvious. Here are some
International Telex Abbreviations which may be useful to remember:

ABS = absent, office closed
ATTN = for the attention of
FIN = end of message

NC = lines engaged

oCcC = customer engaged

OK = agreed

PLS/SVP = please

RPT = please repeat message
RYT = reference your telex
TX/TLX = telex

EEE/XXXX = an error, the next word replaces the last word.

Telexes should be short, exact and clear. They are often written without
the Opening Salutation or the Complimentary Closing and without
paragraphs. Very often conjunctions, prepositions, pronouns and
punctuation marks may be omitted if it does not impair the meaning of the
message. To mark the end of the sentence the word «stop» or full stop may
be used. As a rule, no capital letters are used in the telex messages.
TELEGRAMS (CABLES)

Messages transmitted by telegraph are called telegrams if they are sent
by means of wire and cables (cablegrams) if they are sent by means of
cable (laid underground or on the ocean bottom). Nowadays in Britain and
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in most other English-speaking countries, however, the word «cable» is
used for any telegrams which are sent out of the country. It is even
applicable to wireless communication (to radiograms). Telegrams are
usually typed out in capital letters without any punctuation, the word
«stop» may be used if necessary to make the meaning clear.

Since telegrams are charged according to the number of words, they
must be economically worded, i.e. kept short:

1. By means of omitting nonessential words such as articles, link words,
pronouns as subjects, some prepositions (not «within» or «without») and
other auxiliary parts of the sentence. But the message to be sent must not be
cut down so far as to make it ambiguous.

2. By leaving out the Opening Salutation and Complimentary Closing.
Such courtesy-words, however, as thanks (thank you-TU), please (PLS),
kindly appreciate, regards (RGDS) and some others are widely used.

3. By using abbreviations such as:

ABT = about po, BiTHOCHO
ASAP = as soon as possible SIKOMOT'a [IIBH/IIIIE
B/F = Bill of exchange nepeKasHuil BeKcenb
BIBI = bye-bye JI0 ToOaveHHs
B/L(blading) = Bill of Lading KOHOCAMEHT
CFV = please confirm npocumo Bac miarBepauTH
DLRS = dollars J0JTapiB
DOz = dozen JFOKWHA
INFO = information iHpOpMaItis
LC = Letter of credit AKpEIUTHB
OK = okay, agree 3rojHi
PLS = please POCUMO
QOK = question OK,
do you agree? Yu Bu 3roaui?
RE (Lat) = relating to BiJTHOCHO, ITOCHJIAI0YHCh
REF = referring to MOCHJIAI0YKCH Ha, 3TiJTHO 3
RGDS = regards 3 moBaroxo
RPT = repeat [IpoxaHHs MOBTOPHTH,
MOBTOPIOEMO
TLX = telex TeJeKC
YR = your Bam

4. By joining parts of words and whole words: OURLET = our letter,
YOUR LET = your letter, OUR TEL = our telegram (telex), YOURTEL =
your telegram (telex), RELET = relating (referring) to letter, RECABLE =
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relating (referring) to cable, REPHONE = referring to telephone
conversation, REURLET = referring to your letter /REYRLET/,
REURTEL = referring to your telegram (telex) /REYRTEL/, PRODOC =
project document, PERDAY = per day, PERTON = per ton,
FIVEPERCENT = five per cent (%).

To avoid mistakes number in cables are written in words, and certain
numbers e.g. double figures (cardinal and ordinal) from twenty one (twenty
first) and on — twentyone, thirtyfirst, fortyfive are written in one word.
Number «one hundred (thousand),etc.» are written in one word, as well as
ninehundred, seventhousand, fivethousand and fiftyfive (=5 055).

e.g. K(REYRTEL TENTH MAY QUOTING LOWEST

TWOHUNDRED PERUNIT INCLUDING FIVEPERCENT TRADE

DISCOUNT RGDS»

5. By using «cable language» («telegraphic English»), which is not
always correct in ordinary writting, for example:

«PLS QUOTE LOWEST AND SOONEST TWO MACHINETOOLS CIF
CALCUTTA RGDS» (The words «lowest» and «soonest» are understood
to mean: «the lowest price» and «the soonest (earliest) delivery time»).

«CONFIRMING SHIPMENT EARLY MAY TWO MACHINETOOLS
PLS ADVISE SHIPMENT TIME SECOND LOT ASAP RGDS»
(confirming = we are confirming).

«REGRET PRICE UNACCEPTABLE)» (=we regret we cannot accept
your price).

«REGRET POOR DEMAND COMPETITORS POSITION VERY
STRONG» (= we regret that there is poor demand for your equipment. Our
competitors are in very strong position.)

For the sake of economy and occasionally of secrecy instead of writing
cables in clear you may use commercial codes (Marconi, Bentley’s) and
cyphers. There are special «Code Books», for example the British ABC
Code, which serve as dictionaries (to read cables written in code).

Remember that:

a) certain words are very frequent in cables, for example:

to advise  moBimomuATH

advice IIOBiAOMIIEHHS

to expedite npuckoproBatn

to finalize 3aBepiryBaTH, 3aKiHIyBaTH

toreport  momoBimatm

«PLS ADVISE SOONEST DELIVERY DATE RGDS PETROV»

«PLS EXPEDITE REPLY RGDS BROWN»
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«URGENTLY FINALIZE CONTRACT NEGOTIATIONS»

b) if a document is quoted, the word «QUOTE» is written at the
beginning (meaning — tmtyio) and «UNQUOTE» at the end (= xiHenp
LIUTATH)

¢) you write the word «kEYE» for the pronoun «I» to avoid confusing it

with figure «I».

d) to stress the importance of something the word «<REPEATY is used
and the important part is repeated, e.g.

«PLS TRANSFER ENGLISH POUNDS 500 REPEAT 500 ASAP.»

Lengthy messages which are urgent may be sent by letter telegrams at
half the rate for ordinary telegrams. They are delivered on the day next to
one when they were handed in. Messages sent by letter telegram must have
the appropriate indication: L.T. in front of the address.

Just a couple of decades ago telegraphic messages were the fastest
means of business communication. They were widely used for buying and
selling in exchanges, in dealings in raw materials, stocks and shares,
foreign currencies, ships and insurance. But their role has been diminishing
over since the appearance of other means of communication — especially
telexes.

For the convenience of the customers companies register their cable
addresses (= telegraphic addresses) which are abbreviated (brief) registered
addresses for use in cables. Company cable addresses were and sometimes
still are printed on company forms.

Formally the cable address was given in detail, for example on the letter
paper of the English firm Y. Brown & W. Pink Ltd. you could read:

Telegrams:
Foreign — BRONK, LONDON
Inland — BRONK, PICCY, LONDON
Code — BENTLIES
Now it is short:
Cable: STANLOR ESSLINGEN
(=cable address of Standard Electric Lorenz AG from Esslingen)
Cable: NISSHOIWAI TOKYO
(=cable address of Nissho Iwai Corporation from Tokyo).

Some companies do not print their cable addresses on their forms any
longer.

SPECIMEN CABLES

JONSO LONDON
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YOURLET SECOND JUNE CAN GUARANTEE DELIVERY BY
AUGUST

FIRST PROVIDED

ORDER RECEIVED LATEST JUNE FIFTEENTH RGDS BROWN

BRONK LONDON

REGRET UNABLE ACCEPT FURTHER ORDERS UNTIL END
JULY REPEAT END JULY RGDS

Since cables and telexes are not juridical documents and if they

contain information changes in terms, dates or other important

agreed data, they should be confirmed by letters the same day,

either by repeating their words, or by sending their carbon copies.

e.g.

Dear Sir,

We confirm our exchange of cables according to the attached copies,

and enclose our Order # 456 with shipping instructions.

ENC: 5 pages

...... (Signature)

Dear Sir,
We confirm our cable, as per copy attached (enclosed), and your reply
as follows:
....(Signature)
TELEFAXES
While telexes are used to pass information about orders, time of delivery
ans various other matters during the negotiations, important printed materials
may be transmitted from one place to another by telecopiers (which is
principally a copying machine that is connected to another similar copier
through the telephone network) often called telefaxes.
SPECIMEN TELEFAXES
|
To: Mrs Marjolein Bakker
Conference Service
PTT Telecom Netherlands
fax: +56 72 511 3587
From: Ivan Petrenko
Ukraine
tel: + 380-44-229 1123
fax: + 380-44-229 0056
Date: March 2, 1995
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Subject:

On participation in GDM

Dear Mrs. Bakker,
Thank you very much for hotel reservation for us. As before, we plan to
arrive in the Netherlands on March 26, 1995 by the flight of KLM Kyiv —

Amsterdam.

We should be most grateful if you would send us an official invitation
that is necessary for an entry visa at the Netherlands Embassy.
Hereby we send you our passport data:

First name Ivan Petrenko Tamara Bilenko
Date of birth August 29, 1955 March 16, 1968
Passport number 42=6295702 40=6891346
Nationality Ukrainian Ukrainian
Sincerely,
Vasyl Ivanov

Acting Director
Strategy & Planning

I
To:

From:

Date:
Subject:

Director Training

PTT Telecom

tel: 3170 332 3315

fax: 3170 332 4029

Ivan Petrenko

Network Strategy & Planning
tel: 380-44-224 1235

fax: 380-44-224 1239

April 6, 1995

Course attendance «Management of Planning of Modern
Telephone Network»

Dear Mr. Norman A. Matil,

Thank you very much for your help in entrance visa reception at the
embassy of Netherlands in Kyiv.
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I plan to arrive to Netherlands on Sunday, April 9, 1995 by the KLM

flight Kyiv — Amsterdam. According to the time table, arrival time to

Schiphol airport at 17.30.

Will you be so kind to arrange a transport to take me from the airport to
Groningen.

Thank you for your assistance.

Kind regards,

Ivan Petrenko,
Director
Network Strategy & Planning
Il
To: Mr. Tay Lee Heng
International Network Service Division
Singapore Telecom
From: V. Grinchenko
Network Planning
Ukrtel
Date: February 23, 1995
Subject:  Ukraine-Singapore circuits redivision

Dear Mr. Tay Lee Heng,

According to our mutual agreement, we planned to change 2 both-way
circuits Ukraine-Singapore to one-way ones on January 25, 1995. However,
as it turned out during rehoming at Singapore and Ukraine exchanges the
time slots were not coordinated that resulted in error appearing in circuit
operation.

In this context please send us again the indices of this circuits and the
slots corresponding to them.

Sincerely,

Vitaly Grinchenko,
Acting Director
Network Planning
Ukrtel
Indopmauniiini 13xepena

1.Ashley, A. Commercial Correspondence. UK: Oxford University
Press, 2009/ A. Ashley — 304 p.
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2.Ashley, A. Correspondence Workbook. UK: Oxford University Press,
2009/ A. Ashley — 112 p.

1.5. IluTaHHs AJ1s1 CAMOCTiiiHOT0 BUBYEHHS

. What is necessary to make a successful career in business?

. How to prepare for a job interview?

. How to behave at the interview?

. Can a career be defined due to gender approach?

. Give a definition for e-commerce. What are its advantages and
disadvantages?

. Describe teenagers as online buyers. What problems may
teenagers face if they decide to buy online?

7. What makes negotiation effective?

. What is bargaining? How to succeed in bargaining?

9. Think of a company you would like to work for. Why? Which
business sector (telecommunication, engineering, retailing,
construction, tourism, banking and finance, transport, electronics,
food, pharmacy) would you choose to work in?

10. Are you a creative person? Is it difficult for you to have a new

perspective upon ordinary things?

11. What should companies do to encourage new ideas?

12. Describe how to organize a meeting. What are the best

techniques for holding a meeting and having good results.

13. Remember the ways do you do to relax.

14. Remember all situations which can be stressful. Explain why.

15. Why do people become workaholics?

16. When is the job a rat race? What should you do to escape the

situation when your job is a rat race?

17. What is your favourite entertaining activity?

18. Many companies spend a lot of money on corporate
entertaining. Do you think the money is well spent? Why or
why not?

19. How important is group entertaining in your student life?

B. 1. Describe the structure of a memo.
2. Explain how to write an e-mail message.

» O~ WNE

oo

IuTanus 1aa HanmucaHHs ecce. Essays topics
1. What makes a successful interview.
2. What are your predictions for shopping online? How long
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may it live?
3. 3. Which way is more preferable for you: development or quiet
life without ups and downs?
4. 4, How resourceful are you? Can you give examples when you
generate ideas which help change something for the letter.
Give advice how to overcome stressful situations.
Remember and describe the most impressive event the
company uses to entertain customers.

oo
o Ul

I'pamaTuunuii matepiaa. Grammar
1. Modals: ability, requests and offers
2. Modals: must, need to, have to, should
3. Present simple and present continuous
4. Past simple and past continuous
5. Past simple and present perfect
6. Multi-word verbs

IHJAMBIAYAJIbHI 3ABJJAHHSI
JIJIS1 CAMOCTIHHOI POBOTHU CTYJIEHTA TA
METOJINYHI PEKOMEHJIALIT 10 iX BAKOHAHHSA

Temu npe3enTaniii Ta pedpeparin
Presentation and project topics
Module 1. People and Jobs
Unit 1. Describing jobs.
Careers, jobs and management
Choosing the best candidate for a job
Unit 2. Inviting, asking, answering
Selling online.
Joint venture opportunities
Module 2. Meeting people
Unit 3. Talking to guests.
Company type
An investments ideas
Unit 4. Promising, giving advice, offering help.
Ideas promotion
The best ideas for three new products
Module 3. Business Matters
Unit 5. Talking about the past.
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Job satisfaction
Ways to reduce stress
Unit 6. Reporting. Promising.
Entertaining
Organization of a conference
Unit 7. Giving orders. Expressing conditions.
Marketing
Relaunch a Product
Module 4. Correspondence
Unit 8. Making requests. Expressing necessity.
Planning
Plan a radio program
Managing people
The way we do things
Unit 9. Talking about the future.
Conflict
Problem with an employee
New Business
Choose a location for a new factory
Unit 10. Revision
Products
Innovative products
Presentation
The student prepares the oral report on a given topic at home. The
presentation has a specific structure. It consists of three main parts:
introduction, main part and conclusion. In the introduction the student
addresses his audience, states the subject matter of the report, defines the
objectives achieved by it, describes the visuals, mentions questions and
time. The main part may contain any amount of material necessary to
expound the subject matter. The conclusion includes the brief summary of
the issues discussed in the report and speaker’s personal inference. In the
end the student welcomes questions from the audience. The discussion
usually follows the report. During home preparation the student should use
most of the text, but he is allowed to make an independent research of the
subject using reliable sources of information.
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WRITING PRACTICE
PRECIS AND COMPOSITION

The treatment of these two exercises is based on the principle that
précis-writing is the exact counterpart of composition, the former being
largely a matter of analysis; the latter- of synthesis. For instance, when
setting out to write a precis, the student must be able to understand a text,
break it down into its component parts, and reconstruct the original plan of
the piece in note form before writing his own version. Essay writing
requires the reverse procedure, for the student sets out with a subject which
has to be developed first in note form and ultimately written out in
continuous prose. Accordingly, the exercises will aim at training the
student in these two processes and will run exactly parallel. Many of the
exercises are based directly on material contained in the text. The student
will therefore be able to correct his own work simply by referring to the
text after he has finished an exercise.

PRECIS

The student should demonstrate ability to reconstruct the main sequence
of events in a piece of narrative prose (e.g. describing actions or
experiences). This presupposes that the student is capable of the following:

a. a Reading, understanding and carrying out instructions.

b. b. Extracting specific information to write a list of points in
note form outlining the main sequence of events in a piece of narrative
prose.

c. C. Connecting these points to form simple, compound and
complex sentences and arranging them logically to write a well-constructed
paragraph in a set number of words.

COMPOSITION

The student should demonstrate the ability to write a narrative or
descriptive composition of about 300 words. This presupposes that the
student is capable of the following:

a. a Making a short plan (i.e. listing a few ideas in note form).

b. b. Connecting the ideas to write a composition of about three or
four paragraphs. The composition should contain an introduction,
development (main part) and conclusion.

P eq)epaT CKIIAIA€THCA 3 TAKUX CTPYKTYPHHUX YaCTHUH:

1. Contents 2. Introduction 3. Main Parts/Part 4. Conclusion 5.
Literature

91



1. 1 Bumoru 1o opopmiteHHs:

1.1. Bukonyetbcst abo a) y pykonucHoMy BUTIAL (10 20 CTOPiHOK),
abo 0) Ha komm ' roTepi (10 10 cTOPIHOK).

1.2. Ctuns: Times New Roman

IaTepBai: 2

Pozmip mpudry: 14

[Tons: BepxHE — 2 MM

HIDKHE — 2 MM

JiBe — 2,5 MM

mnpase — 1,5 MM

1.3. Homepu cTOPiHOK BKa3ylOTHCS Y IPABOMY BEPXHBOMY KYTi.

1.4. Ha3Bu CTpyKTypHHX 4YacTWH pedepary IMOAAIOTHCA 3 BEIHUKOI
JITEpH 1 pO3TaLIOBYIOTHCS Ha MEBHIM BiACTaHI Bij 3arajlbHOrO TEKCTY.
[Mpu npykyBaHHI Ha3BH CTPYKTYPHHX YacTHH JPYKYIOTHCS KHPHUM
mpudTOM 3a JBa IHTEPBAIH JI0 TEKCTY pedepary.

2. 2 TutynpHa cTopinka pedepary:
Poltava University of Consumer Cooperatives in Ukraine
Business English Department
Summary
of authentic sources on the topic ...
Prepared by
first year student
of group T —
Surname First Name
Poltava — 2013

Indopmaniiini xxxepena
1. Murphy R. English Grammar in use/ R. Murphy — Great Britain:
Cambridge University Press, 1994. — 329 p.
2.Ashley, A. Commercial Correspondence. UK: Oxford University
Press, 2009/ A. Ashley — 304 p.
3.Ashley, A. Correspondence Workbook. UK: Oxford University Press,
2009/ A. Ashley — 112 p.
4. J Christopher Holloway. The Business of Tourism. — Prentice Hall:
Pearson Education Ltd., 2009. — 776 p.
5. Plog, Stanley C. Leisure travel: a marketing handbook/ Stanley C.
Plog. — Pearson Education, Inc., Upper Saddle River, New Jersey, 2004.
—258p.
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Cook, Roy A. Tourism: the business of travel/ Roy A. Cook, Laura J.
Yale, Joseph J. Marqua. — 2nd ed. — Pearson Education, Inc., Upper Saddle
River, New Jersey, 1999. — 450

MOPSAJIOK I KPUTEPII OIIIHIOBAHHS 3HAHb CTYJIEHTIB

IMoTouHe ouiHIOBAHHSI 3HAHb CTY/I€HTIB.

OCHOBHI NIPUHIIAIIKA OPTaHi3amii MOTOYHOTO 1 MiJICYMKOBOTO KOHTPOITO
3HAHb CTYJEHTIB CIIPSIMOBAaHI Ha €(PEeKTHBHY peati3allifo TAaKUX 3aBJIaHb:

—  IMiJBHINEHHS MOTHUBAIl CTYJCHTIB 0 CUCTEMAaTHYHOI aKTUBHOI poOOTH
BIIPOJIOBK HABYAJIILHOTO POKY, MEPEOopieHTAIlisl iXHiX Lijel 3 OTpUMAaHHs
MO3UTHBHOI OLIIHKY Ha ()OPMYBaHHS CTIMKUX 3HaHb, YMiHb Ta HABUYOK;

—  cHcTeMmaru3allisi 3HaHb Ta aKTUBHE iX 3aCBOEHHS YIPOIOBXK
HaBYAIBHOTO POKY;

—  BIIKPHUTICTh KOHTpOIIFO: O3HAHOMJICHHS CTYyJIEHTIB Ha II0YaTKy
BUBYECHHS AWCHUIUIIHE 3 KOHTPOJIBFHUMH 3aBIAaHHSAMH 1 KPHUTEPIsIMH iX
OIIHIOBAHHS;

—  TOAONaHHS eJEeMEHTIB Cy0’€KTHUBI3MY NpH OLIHIOBAaHHI 3HAHb i3
3actocyBaHHsM 100-06anpHOT MIKaNK OIIHIOBaHHS,

—  POBLIMPEHHST MOMJIMBOCTEH JUIsi BCEOIYHOTO PO3KPHUTTS 37i0HOCTEH
CTYJICHTIB, PO3BUTKY IX TBOPYOTO MHCJICHHS Ta IMiJIBUIICHHS ¢(EKTHUBHOCTI
po0oTH BUKIaIaya.

OnuiHIOBaHHS 3HAHb CTY/ICHTIB 3 HABYAJIBHOI TUCIUILTIHU 3{IHCHIOETHCS
Ha OCHOBI TOTOYHOTO MOAYJILHOT'O KOHTPOJIO i MiZICYMKOBOTO KOHTPOIIIO
3Hans (IIMK).

OO0’eKTOM OLIHIOBaHHS 3HaHb CTYACHTIB € MPOrpaMHHUI MaTepial
JCIIMIUTIHYU PI3HOTO XapakTepy 1 PiBHS CKJIAHOCTI.

Konmponvs BHUCTYNA€e HEBIJI’EMHOIO CKIIQJIOBOIO CHCTEMH HaBYAHHS
1HO3EeMHUX MOB. 3a80aHHsAM KOHTPOJIIO € BU3HAYCHHSI Ta OLIHIOBAaHHS PiBHS
¢(hOpMOBAHOCTI IHIIIOMOBHUX MOBJICHHEBHX HAaBHYOK 1 BMiHb CTYJICHTA, SIKI
BUCTYIAIOTh 00 ‘€kmamu KOHTPOJO. SIKICHI Ta KUIBKICHI IOKa3HHKH
BOJIOMIHHA CTYJEHTaMH PI3HUMH BHJaMH MOBIEHHEBOI JisSUTBHOCTI
(cmyxaHHS1, TOBOPiHHSI, TUCbMO, YATAHHS) CIIY)KaTh KpUMepiamu OYiHKU.

Kontpois peani3yeTbes B TAKUX HOTO BUAX:

a) NOMOYHUL KOHMPONb, KA 3AIMCHIOETBCS AJsl BU3HAYECHHS DPiBHSA
c(hopMOBaHOCTI OKpeMOi HAaBHYKM a0O BMIHHS TPU 3aCBOEHHI IEBHOTO
00csTy HABYAIEHOTO MaTepialry;
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0) pybiscHuil KOHMpPob, KU TPOBOJUTHCS MICHS 3aKiHYCHHS pOOOTH
HaJ TEMOIO, TEMAaTHYHUM IHKIOM (MOXOyleM), y KIHII ceMecTpy,
HAaBYAIBHOTO POKY;

B) NIOCYMKOBULI KOHMPOAb, SKAW 3aBEpUIyE BUBYCHHS AUCHUILIIIHH
«/linoBa iHO3eMHa MOBa B TypUCTHYHOMY Oi3HECI».

3a ¢opmoro opraizamii KOHTPOIb MOXe OYyTH iHOugioyanvuum abo
@pormanvruM/2pynosum; 3a XapakTepoMm o(OPMIICHHS BiJIIOBII — YCHUM
abo0 nucbMos8UM; 32 BUKOPUCTAHHSIM MOBH — OOHOMOBHUM 200 080MOBHUM.

Cucrema TeCTiB NMOTOYHOTO MOAYJIBHOTO KOHTPOJIO CKIATA€THCS 3
Revision Tests (Revision Test A, Revision Test B, Revision Test C, Revision
Test D), siki 3a BUOOpOM BHKJIagaya MOXKYTh BUKOHYBATHCS CTYJCHTOM SIK
JIOMAIlTHE 3aBAaHHSA, a00 fK I1HAWBIAyaidbHa pobOoTa B ayaumropii. Yci
Revision Tests momani y Course Book, oTxe, CTyJeHTH MatOTh MOKJIUBICTh
MOBTOPUTH BUBUEHHWH MaTepiall Ta MiATOTYBAaTUCS JO BUKOHAHHS TECTiB.
BukoHaHHS TaKHX TECTiB JONOMAarae CTyJI€HTYy CHUCTEMaTH3yBaTH BUBUCHE.
Okpim Revision Tests, cTyaeHTaM MPOMOHY€EThCS BAKOHATH 5 KOHTPOJIBHHX
tectiB (Entry Test (Bximumii Tect), Tpu Progress Test (Tect KOHTpOIIO
3HaHb), Exit Test (mizcyMkoBuii TecT).

Huctumnina «JlimoBa iHO3eMHa MOBa B TYPUCTHYHOMY Oi3Heci»
nependavae Bci BUAM i (GOPMH KOHTPONIO, SIKUH TOYHMHAETHCS 3 TECTY
3arajJlbHOTO BOJIOAIHHS 1HO3EMHOIO MOBOIO 3 METOI BH3HAYCHHS
MOYATKOBOTO PpiBHA C(OPMOBAHOCTI HABHUYOK 1 BMiHb MOBJICHHEBOI
IUSTBHOCTI CTY/ICHTIB.

[Motounnii GppoHTATBHUN YCHUI OJHOMOBHHUH KOHTPOIb 3IHCHIOETHCS
Ha KOXXHOMY HPAKTHYHOMY 3aHATTI Y BHIJISII ONMTYBaHHS, BUKOHAHHS
BIIpaB 1 3aBAaHb, NEPEBIPKM PO3YMIHHS 3MICTy TEKCTy, MPaBHIBHOCTI
BXKMBaHHS TPaMaTHYHHUX CTPYKTYP.

PyOixkauii KOHTpOJB pi3HUIA 32 (HOPMOIO MPOBOTUTHCS B KiHII KOXKHOI
JIEKCUYHOI TEMH Yy BUIJISI CUTYalliiHUX 3aBAaHb, POJIbOBUX ir0p, TECTOBUX
1 KOHTPOJLHUX 3aBIaHb, PE3CHTAIIIH.

HEPEJIK IMTAHbB, IO BAHOCATHCS HA MOAYJIbHUI
KOHTPOJIb

The layout and presentation of a letter.
Letter heads.

Content and style.

Enquiries.

Replies and quotations.

agrwbdE
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6. Orders.

7. Describing jobs.

8. Inviting, asking, and answering.

9. Talking to guests.

10. Promising, giving advice, offering help.
11. Talking about the past.

12. Reporting. Promising.

13. Giving orders. Expressing conditions.
14. Talking about the future.

15. Making requests. Expressing necessity.

NNPUKJIAA ITIOBY1OBHA 3ABJAHB J1JISI MOIYJBbHOI'O
KOHTPOJIIO
I. Translate the adjectives to describe jobs and make sentences with
them:

rewarding motivating mundane monotonous  satisfying
challenging  boring stimulating stressful gratifying

1. Fill in the gaps with a word from the list above.
1. l'work as a nurse and my job is difficult. I am very interested in
what | do and enjoy rising to the challenges it presents. It's
and . Itis also very
when | see a patient's smiling face after | have

helped him/her.
2. 1 work on a production line, | do the same thing every day; my job
is . Nothing unusual or out of the
ordinary ever happens; it's very
3. lusually get to work and already have a mountain of Work I have
to think on my feet a lot and use my own judgement. Sometimes |
have sleepless nights because of my job. It's
When | do something well and | know that I did a good job, it's
very
4. 1 work hard but I get a Iot back from my job; I always feel
appreciated by my co-workers and by my boss. | feel good about
what I do. It's
5. lalways want to get up in the morning and see What has to be done.
As soon as | know what has to be done | always want to work and
get down to business. It's
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6. | never want to get to work; I daydream all of the time. My job
is

With your partner describe your job using the words from the above.

I1. From the above sentences, consider what the following mean and
translate them into Ukrainian. Make sentences of your own with these
word combinations:

to use

out of the My own a mountain of

ordinary my work
judgment

to rise to the togeta to get down to

challenge lot back business

IlincymkoBe o1[iHIOBAHHS 3HAHB CTY/JAEHTIB.

[TizcymKoBe OLIHIOBAHHS 3HAHB 3 JTUCHUIUIIHU 3AIMCHIOETBCS y popmi
IMMK.

PO3PAXYHOK 3A 100-BAJIBHOIO CUCTEMOIO
OIIHIOBAHHS 3HAHb CTY/JIEHTIB

I. AYAUTOPHI 3AHATTA — no 60 Ganis.

3 HUX:
—  yCHI BianoBiai — 10 40 Oais;
— TmpeseHTarii — 10 5 Gais;
— TecTyBaHHs — JI0 5 0ariB;
— aKTHUBHICTb — /10 5 GaiB;
—  BIJIBiJ{yBaHHS 3aHATH — 70 5 OaiB.

VY CHimHiCcTh CTYyEHTA OLIHIOETHCS 3TiAHO 3 TAKUMHU KPUTEPISIMHU:
—  «BIIMIHHO» OJIEPXKY€ CTYNIEHT, SIKM BUKOHAB 3aBJlaHHs, NepeadadueHi
HAaBYAJBHOIO TMPOTPaMOI0 Yy TOBHOMY 00Cs3i: MpPOIEMOHCTPYBaB IOBHI
3HaHHA Ta HaOyB BIAMOBIJHI HABMYKA Ta BMIHHS 3 JMCHUIUTIHU, IO
BUBYAETBHCSA, 1 B peE3ylNbTaTi BHUSIBHB BUCOKHH pIBEHb 1HIIOMOBHOI
MOBIICHHEBOT KOMITETCHIIIT;
—  «1o0pe» OTpUMY€ CTYACHT, IKMH CHCTEMAaTHYHO BUKOHYBAB 3aBIAHHS
HaBYAIbHOI MpPOTpaMu, BHSBUB JOCTAaTHI 3HaHHS MaTepialy, aie y
BIZIMTOBIZIAX JOMYCKAaB HE3HAYHY KUIBKICTh TpaMaTHYHHUX IMMOMHJIOK 1 Mae
HE3HayHi TPyAHOLII Yy BHUKOPUCTaHHI JIEKCHYHOTO Marepialy B
KOMYHIKaTHBHUX CUTYyallifX;
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—  «3aJIOBUIBHO» OTPUMYE CTYICHT, SIKUH BHKOHAB OCHOBHY YaCTHHY
HaBYAJIBHOI MIPOTpaMH, ajie Mae TPYAHOII y BUKOPHUCTAaHHI IpaMaTHYHUX
(hopM Ta JISKCHYHOTO MaTepiany MijJ yac 00rOBOPEHHS KEHCIB, Mpe3eHTaIlii
TOILIO;
—  «HE3aJIOBLIBHO» OJIEPXKY€ CTYACHT, SKU HE BUKOHAB OCHOBHUI 00CST
HaBYaJIBHOI TporpaMHd 3 JWCIUIUIIHK Ta HE 3acBOIB  BiIANOBITHHIA
JeKCUYHUK 1 TpaMaTHYHMK Martepiaj, He Ha0yB yMiHb 1 HaBHYOK
IHIIIOMOBHOT'O MOBJIEHHEBOTO CHIIKYBAaHHS 32 MOIYJISIMH.

II. CAMOCTIMHO-IHJIUBIIY AJIbHA POBOTA — 110 40 Garis.

3 HUX:
—  JIOMAIITHE TOJATKOBE YMTAHHS — 10 15 Oaris;
— BeIEHHS CJIOBHHMKA — /10 5 0aJiB;
— BHKOHAHHS MMCHLMOBHX 3aBJaHb — 0 5 Oais;
— iHauBigyaspHa poOOTa B KOMIT IOTEPHOMY KJaci — 10 5 GaiB .

1I. JOAATKOBI BAJIN — no 20 6amis.

3 HUX:
— ydYacTh y HayKOBUX KOH(]epeHLisx, ofiMmiaaax — 1o 10 6ais;
— y4acTh y TypTKax — 10 5 0aliB;
— 1HIII 3aX0JH, IO CIPUSFOTh PO3BUTKY 3HAaHb — 110 5 OaiB.
3arajbHa MmiICyMKOBA OWIHKA 3 TUCIUMJIIHHU.

AkaZieMiYHi YCHIXH CTyJEHTa BH3HAYalOTHCS 3a JIOMOMOTOIO
CHCTEMH OLIHIOBaHHA, 10 BUKOPUCTOBYeThCs y IIYET 3 000B’s3K0BUM
TiepeBeIEHHAM OIIHOK JI0 HaIlioHabpHOI mKkanu Ta mkamu ECTS B takomy
MOPATKY:
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Tabanust BiAMOBIAHOCTI pe3yIbTaTiB KOHTPOJIIO 3HAHD 32 PI3HUMH
HIKAJaMH i KpuTepii omiHIOBaHHSI

Cyma 6aiiB 3a
100-6apHOIO
IITKAJIOF0

Origka
B ECTS

3HaueHHS
OIL[IHKH
ECTS

Kpurepii oninroBanHs

Pisenn

KOMIIETEHT
ocCTi

Orinka 3a
HaIllOHAJIbHOIO

1IKaJIOK

CK3aMCH

3aIK

90-100

A

BIIMIHHO

CTyneHT BUSBISIE 0COONUBI
TBOpYI 3710HOCTI, BMi€
CaMOCTiHHO 3100yBaTH
3HaHHS, 0€3 JormoMorn
BHKJIalaya 3HaXOUTh Ta
OTIpanboBY€E HEOOXIAHY
iH(popMaIito, BMi€
BUKOPHUCTOBYBAaTU HaOYTi
3HAHHS 1 BMIHHS JIJIs1
HNPUHHATTS pilieHb y
HECTaH/JAPTHUX CUTYaLlisX,
HEPEKOHIINBO apryMEHTYE
BIJIMOBI/II, CAMOCTIHHO
PO3KpHUBa€ BIacHi
0o0napyBaHHs 1 HAXWIH

Bucoxkuii
(TBOpUMIA)

BigIMiHH
0

82-89

IyxKe
nobpe

CTyIeHT BIIbHO BOJIO/IE
BUBYEHHUM 00CATOM
Marepiaiy, 3aCTOCOBYE HOTo
Ha IPaKTHIli, BITBHO
PO3B’sI3y€ BIIPaBH i 3a/1a4i y
CTaHIAPTHUX CHUTYAIlisX,
CaMOCTifHO BHIIPABJISIE
JIOTTyIIEH] TIOMHJIIKH,
KUJIBKICTh SIKMX HE3HAYHA

74-81

nobpe

CTyIeHT BMi€ 3iCTaBIATH,
y3arajbHIOBaTH,
CHCTeMaTU3yBaTH
iH(pOpMAITiTO i
KepiBHHUI[TBOM BHKJIaJaqa; B
LIOMY CAMOCTIHHO
3aCTOCOBYBATH ii Ha
TPAKTHILI; KOHTPOJOBATH
BJIACHY JAiSUIbHICTb;
BHUITPABIISITH TIOMHUJIKH,
cepeq SIKUX € CyTTEBI,
IoOUpaTH apryMeHTH JUIs
HiATBEPLKEHHS TyMOK

JocratHiit
(KOHCTPYKT
UBHO-
BapiaTHBHU

i)

nobpe

64-73

3aI0BLJIbH
0

CTyIeHT BiATBOPIOE 3HAUHY
YAaCTHHY TEOPETHYHOTO
Marepiajy, BUsBJIsI€ 3HAHHS i

Cepenniit

(penpoayx-

3aJ10BiJIb
HO

oHegoxedes

98




PO3yMIHHS OCHOBHHX THUBHHIA)
ITOJIOKEHB; 3 JIOMIOMOTOI0
BHKJIaJa4a MOYKE
aHaJIi3yBaTH HaBYAIbHUH
Martepiaj, BUIPABIIATH
TIOMUIIKH, CEPEJT IKUX €
3HAaYHA KUIBKICTh CYTTEBUX

CTyIeHT Boioie
HaBYAJIBHIM MaTepianoM Ha
piBHI, BUILIOMY 32
[IOYaTKOBUH, 3HAUHY
YacTHHY HOTO BiTBOPIOE Ha
PENPOIYKTHBHOMY PiBHI

60-63 E JIOCTaTHBO

He3a10Bi |CTyICHT BOJIOIE

BHO 3 MarepiajoM Ha piBHi
MOJKIIUBIC [OKpeMHX (pparMeHTiB, I10
TIO CTAQHOBJIAITH HE3HAUHY
MOBTOPHOT [4aCTHHY HABYAJILHOTO

o Marepiaiy

CKJIaJIaHHS
CeMeCTpoB Sa—

oro
CLICTITU .
KOHTPOJIIO HE3aa0B1

35-59 FX

- - BHO-
He3a10Bin |CTyoeHT BOJIOiE JIBHO

. L OJIyKTB
BHO 3 MatepianoM Ha piBHi i)
000B’SI3K0 |€IIeMEHTapHOTO PO3Mi3HAHHSI
BUM i BIITBOPEHHS OKPEMHX
MOBTOPHH |(DaKTiB, €lIEMEHTIB, 00 €KTIB
M
BUBUCHHS
M
3aJTIKOBOT
0 KpeauTy

oHegoxedes oH

1-34 F

CIIMCOK PEKOMEHIOBAHOI JIITEPATYPH

OcHoBHA!
6. Murphy R. English Grammar in use/ R. Murphy — Great Britain:
Cambridge University Press, 1994. — 329 p.
7.Ashley, A. Commercial Correspondence. UK: Oxford University
Press, 2009/ A. Ashley — 304 p.
8.Ashley, A. Correspondence Workbook. UK: Oxford University Press,
2009/ A. Ashley — 112 p.

99




9. J Christopher Holloway. The Business of Tourism. — Prentice Hall:
Pearson Education Ltd., 2009. — 776 p.

10. Plog, Stanley C. Leisure travel: a marketing handbook/ Stanley C.
Plog. — Pearson Education, Inc., Upper Saddle River, New Jersey, 2004.
—258p.

11. Cook, Roy A. Tourism: the business of travel/ Roy A. Cook, Laura
J. Yale, Joseph J. Marqua. — 2nd ed. — Pearson Education, Inc., Upper
Saddle River, New Jersey, 1999. — 450 p.

JlonaTtkoBa

1.

Cetron, Marvin J. Hospitality 2010: the future of hospitality and
travel/ Marvin J. Cetron, Fred DeMicco, Owen Davies.- 1st ed. —
Pearson Education, Inc., Upper Saddle River, New Jersey, 2006. —
285 p.

Semer-Purzycki, Jeanne. Travel vision: a practical guide for the
travel, tourism, and hospitality industry/ Jeanne Semer-Purzycki. —
Prentice-Hall, Inc., Upper Saddle River, New Jersey, 2000. — 641 p.
Inskeep, Edward. Tourism planning: an integrated and sustainable
development approach/ Edward Inskeep. — Van Nostrand Reinhold,
New York, 1991. — 508 p.

Mill, Robert Christie. Tourism: the international business/ by
Robert Christie Mill. — Prentice-Hall, Inc., New Jersey, 1990. — 372
p.
Rosenow, John E. & Pulsipher, Gerald L. Tourism: the good, the
bad, and the ugly/ John E. Rosenow & Gerald L. Pulsipher. —
Century Three Press, Lincoln, Nebraska, 1979. — 264 p.

Mclntosh, Robert W. Tourism principles, practices, philosophies. —
Sixth ed./ Robert W. Mclintosh, Charles R. Goeldner. — John Wiley
& Sons, Inc., New York, 1990. — 534 p.

Walsh-Heron, John. The management of visitor attractions and
events/ John Walsh-Heron, Terry Stevens. — Prentice-Hall, Inc.,
New Jersey, 1990. — 128 p.

Starr, Nona S. Viewpoint: an introduction to travel, tourism, and
hospitality/ Nona S. Starr. — 4nd ed. — Pearson Education, Inc.,
Upper Saddle River, New Jersey, 2003. — 414 p.

100



